ANNEX A

INSPECTION CHECKLIST —- PURCHASES

Page 103
STHTE CF CALTFORMIA e T, Number
DERARTMENT OF CALIFORNIA HIGHNAY PATROL A/ff;d g: vz | (pasixl -
COMMAND INSPECTION PROGRAM s e g T .
PSPECTION CHECKLIST 2 5 f,i;/ﬁ"ﬁ'”’/ D%/z//oi
g:apinera‘, Command Procurements TS (,U/ZFL"A/ Dser 11/7/ /&,g
rchases

INSTRUCTIOME: Answer indiidiea; items with “Yes" or “No” answers, o¢ fifi in ihe blanks as indicaled. Any discrepancies with poéey,
applicable bega: siahres, or deficiencies noted in ihe nspeciions shall be commented on via he “Remarxe” seckon. Additienaly, such
dissrepancies andier defisiencies shall be documented on an Exceplions Document and acddressed o the next tevel of command.
Furthermone, the Excepticas Docunent shafi inciude any folow-up and/or comesiive acfion(s) taken. ifthis forms is used as a Foliow-ug:
inspection, the “Follow-up Inspeciion” box shall be marked and only deficient itams need 1o be re-inspeated.

R

"’“T‘“;? L adtA

For applicable policy, refer to: HPM 11.2, Chapier 7

[ Division Level R&:mmand Levet
[ Execulive Ofiice Level [ voluntary SeY-inspactian
= req TOMManders SIgIaure.
Follow-up Required: _ Comna Giaure T
E Yas D No O Follow-up inspection /; /5,/},,,%“?( /,.z/j/'/f r
P

1. Are panticipants in the procuremen: process at the
command level familiar with the related palicies and
proecedures for purchasing ?

dyes | [ONo | [ M | Femarks

2. rHave Approversireviewers of purchases received

Oves | BNo | N | Femans \ ,
RAIN 0 b KE LIBT3 T

procurement raining?
3. Are prohibited items procurad on CHP 43, Purchases
Requistions?
¢ Supplies for personally — owned eguipment
» Commuodilies for parsonal use
» Confirming ordar
¢ Purmhases via the inemnat

Oves | RNo | O nie | Rematke

4, Ane separae CHP 43s, Furcnase Requisiiions,
prepared for commodity ftems obtainablie fram
different suppliers or fram different statewide
commuodity confracts?

yes | CIMe | [Jna | Remaks

5, s ali requered information entered on the CHP 43,
Purchase Reguisition?

g ves | [Ono | [ wa | Remaks

Are e GHP 43, Foronass Requishions, numnerad
consenutively, starting arnew at tha heginning of each
fiscal year:(July 1)?

o

Bl vyas | e | O N | Remaks

=l

Are expeditad requesss for the purchase of gaods
Tonwarded fo the Assistant Commissioner, Staff, for
approval?

Oyes | CONa | [ignin | REmaks

Exil 8RO Chwv, OB-02) CET 010
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ANNEX A

INSPECTION CHECKLIST — PURCHASES (confinued)

Page 203
STATE OF CALEFDRAIA
DEPARTMENT OF CALIFORNIA HGHVAY PATROL
COMMAND INSPECTION PROGRAM
BNSPECTION CHECKLIST
1Chapter 3, Command Pracurements
Purchasss

2. Do specialized items purchesed conzain the .

appropriate Division, andlor OP| approvais? O ves | CIno | b mes Remarks:

Q. Are the CHP 43, Purchase Requisiiions. A

competiiively hid? Kvee | Oho | O ne g

70. Doex the OHP 31C, Price Gompanson Worksheet,

document st least two price quotations? ves | [Ono | O N/ | Remaks
41. Are Limited Competitive Bidding purchase requests i
fhat §imit or restrict the purchase 1o one specific Oes | Ono | B s | Remane
brand or mpodel justified #nd in compliance witn SAM
35557

32, Are Limited Competitive Bidding purchase reguests .
for items that interface with exisiing departmentsl Oves | [ONo | Ofnee | Remans
equipment in compliance with SAM 3555.37

T3, Do Mon-Gompetitive BI0 (NGH] purchase requests
contair the NGB justificaiion snd NCB Comactive Oves | COno | [rnea | Remans
#Action Fian documents?

14 Are items cnecked mmediately for content and y

demage when delivered? Bdves | Ono | DN RemaTks:

15. 1s the “nepeived copy” af tne purchase onder g

approved, dated, end forwarded to the Fiscal ves | Oiho O nya | Remaks
htanagement Section {FMS], Account Payadle Linit,
within three business days of receipt, i ati tams are
accented?
48, An= freight andfor packing siips sttached 10 the )
received copy of the purchase order and sent to Oves | Mo | OONA Remarks:
FMS?
TRA N Tl RiEGuesie?
47. Is FMS provided a phetocopy of the purchase arder .
and any approved freight ar pecking lips as Oves | Cino | Bfnea | Remame
acknowledgement thata poriion of the onder has
been received?

18. 1= the orgina! “neceived copy” retsined by the y
command for completion and forwarding tothe MS | (D ves | [OIno | TN | Temams
-whanihe«complete:shipment-is received?

‘48. Are Damaged items delivered hy common carmier
acknawledged on tne freight bill by the camier’s driver | (] Yas | [JNo B s, | REmans:

befcre being accepied?

EHP BAD fhtew, Sp-033) ¥ DID




ANNEX A

INSPECTION CHECKLIST - PURCHASES (confinued)

STATE OF CALEDRMIA
DEPARTMENT OF CALIFORNIA HIGHNAY PATRAL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chipter 3, Command Procurements

Purcheses

Page

303

20. is Purchesing Services Unit {PEU} nofified
immediateiy by telephene, followed in writing eitner
by a memerandum or e-mail, requesiing cancellation
of the requisition or tetefion of an iiem, if it is
determined that a commodity requested on & CHF 42
is no longer needed end & punchase order has not
yet been prepared?

[ ves

[J o

B N

Remarks:

2. Are dpen purchase onders perioticely reviewan and
mvestigated 1o ensure the onders are not opened for
an unreasonable iength of time. {S4M 8422.0)

A Yes

O no

O nia

Remanks:

22. Are copies of the purcnase requisifions and purcnase
orders maintained for three years after payment?
(SCM Vol. i, Ch. 11, Topic 4)

¥ Yes

CINo

O Nea

Remarks:

23. Are decisipns tocumented to create a paper mait
documentng the basis of the decisions made for the
purchase? {SCM Vol Il Ch. 2, Topic 113

[

[ new

Remarks:

24. Are parchase onders split 1o evade competiiive
bidding requirements ar to circumvent the
Depariment's deiegated pusnhase authority limits?
{Pubfic Contracts Cade Section 102261

[ Yes

] Ni&

Remarks:

EH 1P ARDG (. (B-02) O B0
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ANNEX B

INSPECTION CHECKLIST — CAL-CARD PROGRAM

Page 1of2

STATE OF CAVTFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL - - -
COMMAND INSPECTION PROGRAM | f7™F et L
INSPECTION CHECKLIST T, =T
Chapier 3, Command Procurements Sbf S Capenr” 7Ll3log
CalCard Program ABERIEA BY. T Date. / N

TRvpt Wiksend pssr 123 ¥

INSTRUCTIOMS: Answer individua’ items with “Yes" o *No” answers, o 72 in the blanks as indicated. Any discrepancies with poicy,
applicable legal swtues, -or deficiencies noted in the mspeciions sha'l be comemented on via the “Remarks” section. Addibonaly, such
discrepancies andioe deficiencies shall be docimented on an Exceptions Document and addressed to the next leval of command.
Furihemnore, the Excepticas Document shali inciuae any fokowi-up andlor comeciive acfionfs) taken. 1ftnis form is used as a Follow-up
tnspaclion, lhe "Follow-up Imgwﬁnn’ box shiaﬂ be marked and only deficient items need o be re-inspested.

P e————— ——
TYPE OF INSPECTION Lean Inspeciors Signarure,
] Division Level X command Lave! g% ’@éﬁ*i&d T

[ Exesulive Ofiice Level [J Voiuntary Bef-Inspeetion
Follow-up Required: LI Fallow-up Inspecton | COMMANG2rs Signaire: Dezle:
BPIYes  [TNo [ S rriy, e Rf Y
J L=

For applicable policy, refer to: HPM 11.2, Chapter 3

T. Areall employees associsted with the use of tha Cal-

Card program completing the CHP 785, Comflictof | B Yes | [INo | [ Nia | Remans

interest Sistemen:. Employes. form?

2. Are BTD. 21 Drug Free Workplace certificaiions )
maintsined within the Cal Gamd command file for Oves | BAnNe | [ nee | REmaks

each vendor uilized?

3. are 5T, 204 Payee Data Record forms mainmined
in the Cal Card command file far each vendor Oves | Ko [ Ora
wilizad?

Remans:

4. Are California integrated Waste Managemen: Board .
Form 74 documeants maintained for each vandor OYes | No | [N | Remans
utilized?

I tne vendor i @ small busmess or DVBE 15 hnzed,

o,
is the cerfification letter irom the Department of O%es | Mo | [Jpa | Remams
Seneral Servicas maintainad in the fle?

6. When fair and reasonable is ulilizad, is the fair and R
reasonable method documented and properly BdYes | [ONo | [ Nia | Remaks
Jjusiified?

7. Are purchases spiit into multiple transactions in order
io circumwent fransaclion purchase limits? Oves | o | [Jnia | Remans

6. iDoesiheﬁHP?‘:’.-'ﬁ'_OalCandi,l;ogfl.dlymdesnrﬁ:sih&
purchase? : Bdves | CONo | [N | Remams:

8. Arebank smiemens reconziled with tne CHP 317
Cal Gand Log end the receiptsfinvoices? b wes | [Ono | [Jnm | Remaks

L " BBy iy, 05 O D10

HPM 22.1



ANNEX B

INSPECTION CHECKLIST - CAL-CARD PROGRAM (continued)

Page 20f2

STATE OF CALYTORNIA
DEPARTIHENT OF CAUFDRNIA HIGHAAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

1. Are creditinwoices/raseints far retumned items .
maintained with the bank statement? ves | [INo | O] nga | Feman

1. Do non-itemized punchese repeiptafinvoices
documentthe purchase by listing the commodity, Bves | TIro | O wre | Remans
quantity, and unit price of the item{s} purchesed on
the bank statement.

2. Are Tal Cards maintainad in & secure area’?

E Yec [] No |mENY Remarks
¥3. Are Cal Card purchases pre-approved by the !
commander? m Yes | [INo [ [N | Remans

4. Have all candnolders received treining on the X
Depariment's procurament procasses? M Yes | [INo | [Jnva | Remams
TEfiw Pt 25723

5. Are item|{s) purcnased witn the Cal Card prohikitad .
by deparimental policy? ] Yes @ Mo | [ N | Remas

Gl 7 BLLH ey, 52-08} OFr 20

22.1 3-12



ANNEX C

INSPECTION CHECKLIST — X NUMBER PROGRAM

STAT= OF CALYFORNIA
DEPARTMENT CF CALIFORNIA HIGHNAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procursments
X-Number Program

Page 10f2 -
1R RUmber.
h Qur st |
7S B Tl bs
HMevin W Lsod Diss 12/ lod

INSTRISCTIONS: Answer individua items with “Yes™ or “Me™ answers, o & in tha blanks as indicated. Any discrepancies with poicy,
appicsble kegat smives, or deficiencies nobes in the mspeciions shafi be commented on via the "Remafie” section. Additionaly, such
diszrepancies andior deficienties shall be dacementes on an Exceptions Document and adaressed to the next fevel of command.
Furtnermore, the Exceptions Document shalf include any fokow-up and/or cormeciive aciion(s)taken. 1f this form is used as a Follow-up
inspecticn, the Follow-up Inspaciion” box shall be marked and only deficient items need 10 be re-inspecbad.

TY®E OF INSPECTION INSRECIArs SIEalura it
I} ) o L
[C) Division Levsl Te-Command Levet % [ 5 / j
[ Execuiive Dfiice Level [ voluntary Sel-Inspaciion
Follow-up Required: [ Follow-up inspection | COMMSngers Signa:r. Dane:
Yes TINo A P e Yot 8 s-27-78

For appliceble policy, refer to: HPM 11.1, Chapier 23

£

Assisant Commissioner?

3. Are muitiple X Numbers awarded to the sama vendor .
o carcumvent the $4.696 coniraci fimit? Oes | EInNo | []na | Remams

2. Does all X Mumber file documentation contain the
STD. 204 Payee Data Record? B Yes | [JNo | 1N | Remams

3. Do X Numbers requiring 2 contract (i.e., janitorial or .
landscaping) have prior approval from the Business | K Yes | [JNo | [J Nea | Remams
Services Section commandear?

4. Are X Number requests meade prior to 1= date the )
services gre parformed? [ Yes | CIno | O nga | Remanks:

5. Are X Numbers essued for 2 ane-tme Lse?

Bl¥ee | [rio | [ N | Remaks

8. Are prohibited services parfermed using an X g
Numaer? O Yes | XINo | [ Nia | Remans

¥. Are X Numbers used forthe procurement of a .
service and noi the purchase of a commotiiy? B Yes | [Jho O nies Remanke:

8. Are X Numbers issued for telecommumnications .
related sarvices pre~spproved by Oves | Ohie Nrg, | REmans:
Telecommimicatons Section?

2, Do X:Numbees used for facilties relsted services : )
{such as roof repalr. elecirical) costing over $1.000 | M ¥es | [N | [ wya | Remames:
have prior approva! from Faciliies Seciion?

¥i. Do X Numbers issued for lapsed contractual .
apreemenis have prior approval by the appropriate Oves | CINo | [N | Remams:

CHIEAEDE [y, (I3 (Y 090

3-13

HPM 22.1



ANNEX C

INSPECTION CHECKLIST — X NUMBER PROGRAM (continued)

Page 20f2

STKIE OF CAYFORNIA
DEPARTMENT COF TALFORNIA HIGHAAY PATRAL

CONMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

A-Number Program

11. Do all X Numbers awarded to & non-small business .
vendor cantain three price quoiations? [@yes | CiNo |[INA Remenks:

12 Do ali X Numbers awamed o a small business R .
vendor contain the small business oerfification from | [ Yes | BdANo | [ N/A emaks:

the Department of Genera! Services {DGS)?

3. Does the file dobUmMERtAnon contain the S10- 21 i
Drug Free workplace oertification for % Number O ves | Bdno | [ s | Remane:
vendors?

14. Do emergency service X Numbers document and .
juslify fne emergency? Yes | [Jno | [JNva | Remams

98, is tne ftemized invoice Tor each X Number service g
52 Ves | Oine | [ s | Remane

mainteined in the command's files?

L BROE. ey, 19-021) &1 D4D

HPM 22.1 3-14



ANNEX D
INSPECTION CHECKLIST - CONTRACTS

Page Tofd
STATE OF CAUFORHIA
DERARTMENT CF CALIFOANIA HIGHAAY RATROL = {Blon: Numper:
SOMMAND INSPECTION PROGRAM e (v | Gspty |
INSPECTION CHECKLIST o 74
Chapter 3, Command Procurements ABSEIEI LY YTy [ =
Contracts IT&WL Wl sod 8555 ief3ilod
INSTRUCTIONS: Answer individia ibems wih “Yes® or “No~ answers, or & in fhe bianks as indicaied. _Any discrepancies with poiicy,

applicable legat swtues, or gefickencies noted in the msperdinnz shal be commentad on vis e “Remarke” coctioe Additionaly, sush
discrepanaies andier deficiencies shall be documented on an Excaptions Dnmgnt and adoressed o the nex level of command.

, TYSE OF INSPZCTION Lead inspeciors Signarure: '/
[ Division Leve! E/ Commend Lave! 9; /(&(A y M
[ Execuiive Ofiice Leval [ voluntary SeM-tnspection
Follow-up Required: [ Follow-up Inspection | Commanders signamre: e
] ¥es [TINo VY s> ¥4 S
v O
For applicable policy, refer to: HPM 11.1, Chapier 22 /

i. I58 GHP 78 Conirant Request used to inftiate ali :
servioe conitacts which are repefitive, regardless of | [ Yes | [Jho 5] ng | Remams:
ihe estimated doliar value?

2. isaCHP 72 Contract Reguest used for onedime
services excaeding $2,005.907 Oves | [Ino | [G N | Remaks

3. Is tne Office of Prmary interest [OP]) fracking ]
numbering beginning with the requesting command | [J Yes [OINo | [ Mew | Remamks:
three.digit lncation code used, followed by "CP" for
coniract paysble listed on the GHP 787

4. Is the performance of eantract senvices manitored .
and documented? MYes | OONo | [ me | Remams:

5. Are all copies of comespandence with the vendor .
maintsined? Bl ves | [Jro | [N | Remans

8. Areialters for contrants documentzd and ‘maintained .
which autine any problems relsted to substandard or | [ Yes [Oko | Gg N | Remama
non-periommance of the vendor?

/. is the finai produc: 4o be delivered gescribag ]
specifically and in as much detaij as possible in the Oves | Ohne N7p | Fremane:
CHP 787

B. Are all required Jevels of aporovalisipnature obtained, | | )
including the required dopumentaiion and approvals mg CINo | [ e, | Remans:
for expedite and emergency sontracts per HPM 11.1,

Chanter 22, beiore forwarding the SHP 78 or CHP
7BAZ

LAP BB dfiey. ImgmIOl9OR:

3-15

HPM 22.



ANNEX D

INSPECTION CHECKLIST — CONTRACTS (continued)

STATE OF CALIFORMNIA
DERARTMENT OF CALIFORNIA HIGHAAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapier 3, Command Procuremerts

Contracts

Page

204

.

Ane requests for contract senviess less than six
moaths from the aniicipated start date af the contract
pre-approved by Assistant Commissioner, Smaff, for
experbted prooessing?

[ Yes

Mo

B Nea

Remarks:

0.

Is 8l work campleted and acceptad by tnhe
Dapartment before expiration of contrect agreement?

0 Yas

[ No

[54 N

Remarks.

91,

Are contrac: services performed acconding to the
quality, quentity, cbjeclives, limeframes, and in the
manner specified in the confracs (e.g., reviaw
progress reporis and interim products?

E‘f-es

[OtNe

O N

Remarks.

at
t

. Are INvoioes jor payment reviewed ano approved 1o

substaniiate expendituras for work performed and io
prevent penatties being assessed?

B ves

[ Mo

[ N

Remanks:

%3.

Are contrecs expenditures moniiored 1o ensure there

are gufficient funds to pay for all services rendered
as requared by contraci?

[ ves

O No

S

REM3NKE:

%

Daoes the reguestor verify tne contractor has fulfilied
all requiremeants of the comtract before approving the
fine! inveice?

5¢vYes

] Ne

] NiA

Remarks:

15.

is the final invoice ideniified and approved, es
appropriate and forwarded to Fiscel Mansgement
Section for payment?

R Yeas

Mo

[ N

Ramanks:

8.

Are all applicable form sections of the CHP 78
completed?

[Jes

[ no

NF&,

Remarks:

Do emergency cenracts dosument and justivy a
sudden, unexpected pccurrence that poses a cear
and imminant danger, requiring immedisre action io
miitigate the Ioss or impaiment of life, heskth,
property, or essential public senvices?

[ ¥es

[] Mo

B Nea

REMarks:

iB.

Are all employees assosisted with the management
of a contract compieting the CHP 788, Confiict of
interest Statement, Employes, form?

B Yes

[ Ne

O Na

Remanks:

18.

Are problems concarning the contractors
performance fully documented in writing and made &
part of the-coniract manager's contrast file?

[ Yes

[ No

X nia

Remarks:

20.

Are contract emenoment request dollar ampunts
incregsad more than 30%7?

[ Yes

I No

B NIA

REMAKE

CHI* BEOF (Hav. tROW QIS O

HPM 22.1
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ANNEX D

INSPECTION CHECKLIST -~ CONTRACTS (continued)

Page 304

STATE CF CALFORNIA
DEPARTIAENT OF CALFORNIA HIGHAAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

21. Is the tength of the conracz.emendment request R
maore than one year? Oves | TOnio | 2] na | Remanms:

22 Ane amendments requestad pefore the expirafion of
the ariginal comtragt? Oves | Mo | £ Nia | Remans

23. Is a service contreg: on a CHP 78, Comtract Request .
inifiated for eny commercial meeiing/conferance [ ¥es | [No Neg, | Remans:
room rental which is expected t excesd $4,909.09 in
total cost?

24. Do oonference room renia! eosts excaeding the $500
per day fimit have pre-approval from Assismnt Oves | o | KT Nia | Remans:
Commissioner, Staff?

25. Are Cakfomia Department of Justice (DOJ} and .
Federal Bureau of investigation (FBI) fingerprint B ves | ONo | [JNen | Remans:

s ivar i conductad for ali of
the foliowing types of agreements:

?1] Avianics Malnenanos and Repalr
2] Helicopter Mantenance and Repalr
(3) InEtnsor Servces (on-sfie)

4] Janitonal Sevioes

5} Consuing S2nices

26. 15 & grver lcanse sheck conduoted far, but not
Emited to, all of fne following types of sgreements, I | K] Yes | [ho | [J ne | Remane
the oontractor andfor specifivaliy assigned persannel
are sehedirled to be on-site for more than 30 days:

13} Al and Fire Alam Mankamng
12| Camera Mainkemancs ant Repat
[3) Carpetins@lation
(4] Diesel Genevator Malntermnce anp Repalr
;5] Dishwasher Mamenanoe and Repatr
B) BxvaorMainienance and Repar
7] Fire Extingulsher Service
(6] Garape DoorManlenance and Repar
(5] GraEphic Ans Equipment Mantenante and Repair
fﬂﬂz Hesting, Vertiition, ano Alr Condhioning Sanes
(11} Launaryilinen Service
{12) OMa= Machine Malntenance and Repair
(%3 Palning Servioas {Intanor af facliny
(14} Prmbing Semvices
(15} Szale Mamenance and Repalr
(16) Steam Ciearing Sarvises {Carpet, no soues)
(17 Telephong Services (ceiltar, satellle, and reguiar)
{18} Televsion Squtomen: Malneanance . and Repar

{18)Unimerrupzibie Power Supply Mainenance and Repalr

L

CHI*SEIF  Rery. D) Sl O

3-17 HPM 22.1



ANNEX D

INSPECTION CHECKLIST — CONTRACTS (continued)

STATE OF CALFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procuremerts

Contracts

Page 4of4

27. Are all driver license and fingerprini informaiion
forwardad to Contrast Services Unit {C5U), slong
with the contract numser for retention after
Gammandar review?

M ves

o

O nie

Remarks:

2B. Is C5U advised by the command to determineg if
atverse information discovered is grounds for
canoeling the contract fi.e., adverss driver license
andtor criminal history informalion is received
regsrding ihe contractor or the contracier’ s
personnel}?

K Yes

O no

Tl N,

Remarks:

26. Are all invpices, recomrds, and relevant documentafion
maintained for three years after the final payment of
the nontract?

A Yes

[ Ne

] NeA

Remarks:

30. is 8 log sheet maininerd for a diary of aciivities
related to the contract?

O ves

& no

O N

Remamnks.

21. Is &8 computer file prepared for all contracts
administered?

[0 ves

B No

] N

remans: [T Lp Py
RETHINED

32 |5 & spreadshes: prepared listing all expenditures?

[ ¥es

O mo

B nea

Remarks.

33. Is the nofification 1o the contrastor doeumenied for
the start deze for senvices io begin?

O Yes

[Jhp

B N

Remarks:

34 is the contracier pontacted 1o determine if 8l invaicss
have been received in order tp oversee the
completion of the coniract?

J Yes

e

O NeA

Remarks:

36. Do consudtant services contragts of $1,080 or more
coniain detailed parformanpe criteria and & schedule
Tor performance? {SCM Vol. 1. Ch. 3, Section 3.02.1)

[:] Yes

o

0d Nia

Remarke:

38. Does the contract fila contain the STD. 4 Lontractor
Svaluation form for consuttant contracis?
(SCM Voi. I, Th. 3, Seciion 3.02.5)

[ Yes

o

NI,

Remarks:

37. Does Cantract werk only bagin after approval of the
final contract? {SCM Vol. 1, Ch. 4, Section 4.08)

O ves

[ no

[ Wi

Remarks;

3E. Are ine reguirements Tor Govemmen: Code Section
$8930 (a).or {b} documented: and justifiad for
personal:senvies cantracts? (GC 19130 & SCM Val |,
Ch.'7, Section 7.05)

O Yes

CnNe

X1 nea

REMarks:

3B, Are any confrac payments made jprior to the final
approva] and execution of the coniract? (SCM Vol. 1,
Ch, 4, Section 4.0

[ wes

o

R N

Remarks:

L BE0H ey D90 QN D IE

HPM 22.1
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STATE OF CALIFORNIA ) Commang: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Santa Cruz Coastal 3
COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Sat. Seibert, #11852 12/31/08

Page 1

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION Xl Corrective Action Plan Included
[] Division Level [X] Command Level [ Appeal Included
[ Executive Office Level X Attachments Included
Follow-up Required: ij?iaffz?f Doy Commander's Signature: Date:
Kyes  [JNo Due Date: X -38/-28 A ff b2 gpan PETC AV

Chapter Inspection: Three, Command Procurements’

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

Increased availability of standardized training.

| Inspector’s Findings:

Area approvers and reviewers of purchases have not received procurement training.
Freight and/or packing slips are not attached to the purchase order received copy and sent to FMS.

STD. 21, STD 204, CA Integrated Waste Mgmt Board Form 74 and/or DGS Small Business Certification
letters are not maintained in vendor folder(s).

. A log sheet of contract activities is not maintained.

| Commander’s Response:

| have read and understand the Inspector's Findings.
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STATE O.F CALIFORNIA \ Command: Division: Chapter:
DEPARTVENT OF 'CALIFORNIA HIGHWAY PATROL Santa C ruz Coastal 3
COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT Sqt. Seibert, #11852 12/31/08

Page 2
| Inspector's Comments:

None

Required Action

Corrective Action Plan/Timeline

Area approvers and reviewers are schedule to attend procurement training on January 14, 2009,

Effective immediately, procedures will include freight and/or packing slips be attached to purchase order
received copy(s) when sent to FMS.

No later than February 1, 2009, area will ensure applicable STD. 21(s), STD 204(s), CA Integrated
Waste Mgmt Board Form 74s and/or DGS Small Business Certification letters are contained in vendor

folder(s).

No later than February 1, 2009, area will develop and post log sheet(s) of contracted activities.

Appeal Process: (Appeals shall be filed within five (5) business days of the completed.chapter inspection).

Commander's Basis for Appeal

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

Responding Commander's Signature (for appeal): Date:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Purchases

Page 10f3
Command: Division: Number
Hollister-Gilroy | Coastal
Evaluated by: Date:
Sergeant Dave Hill 1-22-09
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level X] Command Level

[] Executive Office Level [ Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[ ]Yes X No ] Follow-up Inspection

Commander's Signature:

Date:

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the _
command level familiar with the related policies and Yes | [ONo | [ON/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received
procurement training? [JYes | XINo | [JN/A | Remarks: 1-14-09. see attached

narrative.

3. Are prohibited items procured on CHP 43, Purchases
Requisitions? X Yes | [INo |[JN/A | Remarks:

e Supplies for personally — owned equipment
e Commodities for personal use

o  Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from XYes | [INo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. Is all required information entered on the CHP 43,

Purchase Requisition? XlYes | [1No | [JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each | [ Yes | [JNo | [JN/A | Remarks:
fiscal year (July 1)?

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for OYes | [INo | [XIN/A | Remarks: )
approval? Have not performed this task.
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Page 20f3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the —
appropriate Division, and/or OPI approvals? CJYes | [ONo | DJN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, s:
competitively bid? [JYes | [INo |[XIN/A | Remarks:

10. Does the CHP 315, Price Comparison Worksheet, _
document at least two price quotations? CYes | [ONo |[X N/A | Remarks:

11. Are Limited Competitive Bidding purchase requests _
that limit or restrict the purchase to one specific OYes | [ONo |[X N/A | Remarks:
brand or model justified and in compliance with SAM
35557

12. Are Limited Competitive Bidding purchase requests .
for items that interface with existing departmental OvYes | [ONo |[XN/A | Remarks:
equipment in compliance with SAM 3555.3?

13. Do Non-Competitive Bid (NCB) purchase requests _
contain the NCB justification and NCB Corrective (JYes | [JNo |[XIN/A | Remarks:
Action Plan documents?

14. Are items checked immediately for content and _
damage when delivered? X Yes | [ONo |[JN/A | Remarks:

15. Is the “received copy” of the purchase order .
approved, dated, and forwarded to the Fiscal X Yes | [ONo |[JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the .
received copy of the purchase order and sent to X Yes | [ONo |[JN/A | Remarks:
FMS?

17. Is FMS provided a photocopy of the purchase order '
and any approved freight or packing slips as (JYes | [ONo | X N/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. Is the original “received copy” retained by the _
command for completion and forwarding to the FMS | [JYes | [INo | X N/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier _
acknowledged on the freight bill by the carrier’s driver | []Yes | [JNo | [X] N/A | Remarks:

before being accepted?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified _
immediately by telephone, followed in writing either [OvYes | [ONo |XIN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and _
investigated to ensure the orders are not opened for | [1Yes | [INo | [X]N/A | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? X Yes | [ONo | [JN/A | Remarks:
(SCM Vol. Il, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail _
documenting the basis of the decisions made forthe | [X]Yes | [JNo | [JN/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive .
bidding requirements or to circumvent the X Yes | [ONo |[JN/A | Remarks:

Department’s delegated purchase authority limits?
{Public Contracts Code Section 10329)

Remarks: Items marked N/A are tasks the Area has not encountered as of this inspection.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Cal-Card Program

Page 1 of 2

Command: Division: Number:
Hollister-Gilroy | Coastal

Evaluated by: Date:
Sergeant Dave Hill 1-22-09
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. [f this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[ Division Level X Command Level
[] Executive Office Level [] Voluntary Self-Inspection
Fo"ow_up Required: D Fo”ow-up |nspection Commander's Signature: Date:

[ ]Yes X1 No

For applicable policy, refer to: HPM 11.2, Chapter 3

1.

Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

] Yes

I No

X N/A

Remarks:
See narrative

Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

[] Yes

X No

LIN/A

Remarks:

Are STD. 204 Payee Data Record forms maintained
in the Cal Card command file for each vendor
utilized?

Yes

I No

LIN/A

Remarks:

Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

[ Yes

X No

CIN/A

Remarks:

if the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of
General Services maintained in the file?

] Yes

X No

CIN/A

Remarks:

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

X Yes

]l No

LIN/A

Remarks:

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

(] Yes

X No

CIN/A

Remarks:

Does the CHP 317 Cal Card Log fully describe the
purchase?

X Yes

[ No

LIN/A

Remarks:

Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

X Yes

[ No

CIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized _
and maintained? X Yes | [ONo | [JN/A | Remarks:
11. Are credit invoices/receipts for returned items _
maintained with the bank statement? X Yes | [(ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, X Yes | [INo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? _
X Yes | [ONo | [JN/A | Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? X Yes | [INo |[JN/A | Remarks:
15. Have all cardholders received training on the _
Department’s procurement processes? XK Yes | [ONo | [JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? OvYes | XINo | JN/A | Remarks:

See exceptions document for No and N/A checked boxes.
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Page 10f 2
STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM EHq”ltStfbf-Glery Coastal =

valuate: y: ate:
INSPECTION GHECKEIST Sergeant Dave Hill 1-22-09
Chapter 3, Command Procurements Assisted by: Bote:
X-Number Program

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level Xl Command Level
[] Executive Office Level [] Voluntary Self-Inspection
FO"OW-Up ReqUired: D Follow-up Inspection Commander’s Signature: Date:

[ ]Yes X No

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? COyes | INo |[N/A | Remarks:

2. Does all X Number file documentation contain the _
STD. 204 Payee Data Record? K Yes | [1No | [JN/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or .
landscaping) have prior approval from the Business [(JYes | [JNo N/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the
services are performed? XIYes | [INo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? _
X Yes | [1No | []N/A | Remarks:

6. Are prohibited services performed using an X
Number? OYes | CONo | XIN/A | Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? X Yes | [ONo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by (JYes | [INo |[XIN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services _
(such as roof repair, electrical) costing over $1,000 X vYes | [ONo | [JN/A | Remarks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate [(JYes | [ONo | [XIN/A | Remarks:
Assistant Commissioner?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business .
vendor contain three price quotations? X Yes | [INo |[JN/A | Remarks:

12. Do all X Numbers awarded to a small business '
vendor contain the small business certification from X Yes | [ONo |[JN/A | Remarks:
the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number [OYes | XINo |[JN/A | Remarks:
vendors?

14. Do emergency service X Numbers document and _
justify the emergency? X Yes | [ONo |[JN/A | Remarks:

15. Is the itemized invoice for each X Number service .
maintained in the command’s files? Xl Yes | [JNo | [JN/A | Remarks:

See exceptions document.
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: 83’;2'&? Number:

COMMAND INSPECTION PROGRAM E&!Ezgg—y@”roy =

INSPECTION CHECKLIST Sergeant Dave Hil 1-22-09

gha{)tert& Command Procurements Assisted by: Date:
ontracts

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:
[] Division Level X] Command Level
[] Executive Office Level [] Voluntary Self-Inspection
Fo"ow_up Required: D Fo”ow_up |nspection Commander’s Signature: Date:

[]Yes X] No

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all _
service contracts which are repetitive, regardless of X Yes | [ONo | [JN/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time _
services exceeding $4,999.99? X Yes | [INo |[JN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command X Yes | CONo |[JN/A | Remarks:
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787?

4. |s the performance of contract services monitored
and documented? X Yes | [JNo | [JN/A | Remarks:

5. Are all copies of correspondence with the vendor
maintained? Xl Yes | [JNo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained .
which outline any problems related to substandard or | [X] Yes | [JNo | []N/A | Remarks:
non-performance of the vendor?

7. s the final product to be delivered described
specifically and in as much detail as possible in the X Yes | [CINo |[INA
CHP 787

Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | X Yes | [JNo |[JN/A | Remarks:
for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

X Yes

I No

LIN/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

] No

CIN/A

Remarks:

1.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

I No

LIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[INo

CIN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

I No

CIN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

] No

LIN/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

I No

CIN/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

] No

LIN/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

] Yes

] No

X N/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

] Yes

I No

X N/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

Yes

[ No

LIN/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

[] Yes

] No

X N/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

21. Is the length of the contract amendment request B omas:
more than one year? [(JYes | [JNo | [XI N/A | Remarks:

22. Are amendments requested before the expiration of _
the original contract? X Yes | [INo |[JN/A | Remarks:

23. Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference CJYes | [INo |[XIN/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost?

24. Do conference room rental costs exceeding the $500 _
per day limit have pre-approval from Assistant OvYes | [INo | [XIN/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint CYes | [INo | [XIN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements,if | []Yes | [INo |[X N/A | Remarks:
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

4 of4

27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

[ Yes

X No

CIN/A

Remarks:

28.

s CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

X Yes

I No

LINA

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

] No

CIN/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

] Yes

X No

LIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

] Yes

X No

LINA

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

(] Yes

X No

CIN/A

Remarks:

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

I No

LIN/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

I No

LIN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

] Yes

I No

> N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

(] Yes

I No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

I No

LIN/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[ Yes

I No

DI N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[ Yes

X No

CIN/A

Remarks:
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ANNEX A
EXCEPTIONS DOCUMENT

Elﬁﬁffm"#&m&“}m FIGHAAY PATROL I‘- .}2“'/ / -”L-l 2 (%, ,,,’):71_ ) 3
COMMAND INSPECTION PROGRAM ;2 o DAE e ‘j?'i 22 e

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shali ba typed. Check apparopnate boxes as necsssary, or fill n the blanks as mdcaled Enter the chamev
Inspection number d vihere the d

numtbrer of the nspeciion o the Chapier . Under ‘Forward 1o enter the nexd level of
shall be mut:q to and us due daie, This documient shas be utiized (o d suggestions for sialewide
L, wentiled defei 3 tive acton plans, mdnuybeuscdtoappeaiﬁﬂngs A CHP 81 kemorandum may be used if

adddional space is required.

TYPE OF INSPECTION Q"'(':;tmu‘tivv Acton Plan Included

2] Division Level onwnand Level [] Appaal Included
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Forwaid to: Commander's Signalure:

Date:

21 f2 G2 |

Follow-up Required:
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N ST

Oue Date:
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Inspeclor's Comments Reqgarding innovaive Praclices:

| Command Suggestions for Statewide improvement:

[inspeclor's Findings:
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Command Inspection Program
Exceptions Document Namrative
Chapter 3 —Procurement

I s Findi
The following personnel received procurement training on January 14", 2009 at Coastal Division:

Sergeant Dave Hil
OSS-1 Roberta Schmit

Auto Tech Tom Mcjunkin

ltammamedasWAhmbmpedionmmﬂeNeahasndemeﬁamdmssmaﬁon,m
ﬂwepmwesaMpoﬁd&saeuMembodaMwﬁbebﬂmedhﬂeevﬂasﬂwﬁonmiwtedhmb

Purchases:

mdﬂem Requisiion/Supply order binder was conducted and the following concems
The binder was relatively unorganized. CHP 43's and CHP 41's were mixed together
Many CHP 41’s could not be located.

The CHP 41 log was not complete and no dates of receipt of items were indicated.,
erteﬂysmplyordeqsoontahednmemusamgaﬂahedsmplyordernwmas

No paperwork was attached to the CHP 41's or CHP 43s. Packing slips, invoices,
purchase orders, etc were not located.

> SmmeCHP41’suerenotoanpleteandmetemisshgaleageneratedbgnmbersand
signatures. It is unknown if tems were ordered or received.

» STD 21's were not being completed.

YV V YV V vy

Action Taken:

TheArea Supply Order (CHP 41) and Purchase Requisition (CHP 43) Binder was re-organized in
the following manner;



» CHP41's and CHP 43's have been separated into two sections.
> Anew, more detailed log sheet for each section have been generated.

> Instructions on the compietion of the CHP 41 and 43, processing and reoeipt of items have
been placed at the front of each section of the binder.

> Ampasamdr&epmsbbforompbﬁmdﬁmefonmhmebwnﬁamdmmed\mg&e
made to the Area program.

> CHP41’sand43’sshaﬂbereviewedbytheCa'nmmder, Executive Assistant Sergeant
and OSS-1 for completeness prior to submittal.

No further action is required in this portion of the inspection. The Executive Assistant Sergeant
will monitor the Supply Order/Purchase Requisition Log to ensure compliance is maintained.

Calcard
The following Area personnel have been assigned Calcards:

Sergeant Dave Hill
0OSS-1 Roberta Schimit
Auto Tech Tom Mgjunkin.,

Cardhoiders understand the poficy regarding the CHP78s. As of the datte of this inspection, the
processing of the 78S is not yet in policy (Headquarters direction).

Areview of Calcard files revealed the following:
> STD21's and CMWWMB for 74's were not being compieted.

> The CHP 317 (Calcard log) was not being fiked out compietely;

> Although smallimicro and DVBE businesses were being utiized, the boxes were not .
checked. Small business certification letters were not attached to the file.

Action Taken:

Achecidist was generated to ensure all of the proper forms are attached to the Calcard files. Per
H%dquartemtamm,oemﬁwtmbﬁasﬁunmmuoandDVBEbLsrms&alemhm
required, as for each Calcard purchase, the DGS website is to be accessed. The smallmicro and
DVBE cettification status is to be checked and a copy of the cunent status is to be atiached to each
file.



No further action is required in this portion of the inspection. The Executive Assistant Sergeant wil
monitor the monthly Calcard statements and ensure compliance.

X Numbers
The STD 21 is not being utilized, as notied in the above section. Area is now in compliance.

No further action is necessary for this section of the inspection.

Contracts

Driver’s license and/or finger print information has not been sentto CSU for retention. This item has
been comected and the cormect procedure is now in place.

<7>
7 / o A
KD’E Hil™ Sergeant 11507
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Command: Division: Number:
gggi%’;gr# 'gr? ET\ILAI\FORNIA HIGHWAY PATROL Si'llr yt lcf':b Coastal l22t6-08-003
COMMAND INSPECTION PROGRAM el e

/06/09
INSPECTION CHECKLIST LN Sie'a”ey . 4
Chapter 3, Command Procurements
Purchases

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. *If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. _

[ TYPE OF INSPECTION Lead Inspector's Signature:

[T] Division Level Command Level

] Executive Office Level [ Voluntary Self-Inspection 77, 0 f 2 P i

Date;

01/06/09.

Follow-up Required: Commander's Signature:
[] Yes X No [ ] Follow-up Inspection Yy TRy

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the
command level familiar with the related policies and X Yes | [JNo

procedures for purchasing?

CIN/A Remarks:

2. Have Approvers/reviewers of purchases received
procurement training? K Yes | [INo |[IN/A | Remarks:

3. Are prohibited items procured on CHP 43, Purchases

Requisitions? CYes | XINo | [JN/A | Remarks:

o Supplies for personally — owned equipment
o Commodities for personal use

[ ]

[ ]

Confirming order
Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,

" prepared for commodity items obtainable from X Yes

different suppliers or from different statewide
commodity contracts?

D No D N/A Remarks:

5. Is all required information entered on the CHP 43,

Purchase Requisition? X Yes 'D No | [JN/A | Remarks:

6. Arethe CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each Yes | []No

fiscal year (July 1)?

D N/A Remarks:

7. Are expedited requests for the purchase of goods
Remarks: No such requests found

forwarded to the Assistant Commissioner, Staff, for ] Yes [ No
approval?

DX N/A

CHP 880C (Rev. 09-08) OP! 010
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OP| approvals?

Yes

I No

LINA

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

] No

[1N/A

Remarks:

10.-

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

[ No

LI N/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM

35557

[Yes

[ No

X N/A

Remarks: No such requests utilized

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.3?

[JYes

[ No

X N/A

Remarks: No such requests utilized

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[JYes

[J No

D N/A

Remarks: No such requests utilized

14.

Are items checked immediately for content and
damage when delivered?

X Yes

[JNo

I N/A

Remarks:

15,

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are

accepted?

X Yes

[JNo

CIN/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to

FMS?

Yes

O No

[ N/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[ No

I N/A

Remarks:

18.

Is the original "received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

I No

LIN/A

Remarks:

189.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver

before being accepted?

[1 Yes

[INo

N/A

Remarks: No damaged items noted

*HP 680C (Rev. 08-08) OP! 010
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30f3

20. Is Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by @ memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is '
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not

yet been prepared? :

[]Yes

[ No

B N/A

Remarks: No cancellations requested

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

X Yes

[] No

CN/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

X Yes

I No

CIN/A

Remarks:

23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the

purchase? (SCM Vol Il Ch. 2, Topic 11)

Yes

] No

CIN/A

Remarks:

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

[] Yes

X No

LI N/A

Remarks:

CHP 680C (Rev. 09-08) OP! 010




STATE OF CALIFORNIA

Page 10f2

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T — T
COMMAND INSPECTION PROGRAM | & st 796.08-003
INSPECTION CHECKLIST Evaluated by: Date:

Chapter 3, Command Procurements M. O. Delaney 01/06/09

Cal-Card Program Assisted by: Date:

INSTRUCTIONS: Answer individual.items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of. command. -
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s)-taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to.be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

] Division Level X Command Level
[] Executive Office Level [] Voluntary Self-Inspection P NS
Follow-up Required: L] Follow-up Inspection Commander's Signature: Date:
X Yes [ INo P72 S 2mt /-E-0%
For applicable policy, refer to: HPM 11.2, Chapter 3
1. Are alt employees associated with the use of the Cal- _
Card program completing the CHP 78S, Conflict of [JYes | XINo |[[ONA g;m'aork:és': h°ammiiv”gégﬁfr’;;§d'
Interest Statement, Employee, form? ploy - e
2. Are STD. 21 Drug Free Workplace certifications .
maintained within the Cal Card command file for Yes | [INo |[JN/A | Remarks:
each vendor utilized?
3. Are STD. 204 Payee Data Record forms maintained '
in the Cal Card command file for each vendor Yes | [INo |[JJN/A | Remarks:
utilized?
4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor X Yes | [JNo |[JN/A | Remarks:
utilized?
5. If the vendor is a small business or DVBE is utilized, :
is the certification letter from the Department of Yes | [JNo |[JN/A | Remarks:
General Services maintained in the file?
6. When fair and reasonable is utilized, is the fair and
reasonable method documented and properly [(JYes | [ONo |[X N/A | Remarks:
justified?
7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? CIvYes | XINo |[JN/A | Remarks:
8. Doesthe CHP 317 Cal Card Log fully describe the
purchase? X Yes | [JNo |[JN/a | Remarks:
9. Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices? X Yes | [ONo |[JN/A | Remarks:

CHP 680D (Rev. 08-08) OP! 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal-Card Log properly authorized '
and maintained? Yes | [INo |[[JN/A | Remarks:
11. Are credit invoices/receipts for refurned items : '
maintained with the bank statement? : XYes | CONo |[INA. RO
12. Do non-itemized purchase receipts/invoices ) ‘
document the purchase by listing the commodity, [JvYes | CONo [-[XIN/A | Remarks:
guantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? ‘
. Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the
commander? XK Yes | [INo | [JN/A.| Remarks:
15. Have all cardholders received training on the
Department's procurement processes? ’ Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited ' _
[JYes | XINo |[JN/A | Remarks:

by departmental policy?

CHP 680D (Rev. 09-08) OPI 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Co_mmand: Division: Number:
COMMAND INSPECTION PROGRAM EGIIIFOtydIE | Coastal Za2t§—08-003
INSPECTION CHECKLIST M el o2
Chapter 3, Command Procurements Mgis% 5:elaney g;{é 96/ 09

X-Number Program

Page 10of2

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with-policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow—up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected, -

| TYPE OF INSPECTION

Lead Inspector's Signature:;

[] Division Level Command Level
[C] Executive Office Level [J Voluntary Self-Inspection ) s

Follow-up Required: [_] Follow-up Inspection Commander's Signature: Date:

[ Yes No N 01/06/09
For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor '
to circumvent the $4,999 contract limit? Yes | X No |[JN/A | Remarks:

2. Does all X Number file documentation contain the ‘

STD. 204 Payee Data Record? K Yes | [JNo |[]N/A | Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or )
landscaping) have prior approval from the Business | [JYes | [INo | [X N/A ESS”;‘F’JZZ: NoiSteh (nStEnces
Services Section commander?

4. Are X Number requests made prior to the date the
services are performed? X Yes | [JNo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use?

IE Yes D No D N/A Remarks:

6. Are prohibited services performed using an X S
Number? [JYes | K No |[JN/A | Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? XlYes | [JNo | [JN/A | Remarks:

8. AreX Numbers issued for telecommunications
related services pre-approved by Yes | [INo |[JN/A | Remarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000 Yes | [JNo | [JN/A | Remarks:
have prior approval from Facilities Section? -

10. Do X Numbers issued for lapsed contractual )
agreements have prior approval by the appropriate | [J Yes | [] No N/A Efma’kz" No such instances
Assistant Commissioner? e

'HP 680E (Rev. 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business _
vendor contain three price quotations? Yes | [JNo |[JN/A | Remarks:

12. Do all X Numbers awarded to a' small business ‘
vendor contain the small business certification from: Yes | [INo |[JN/A | Remarks:

- the Department of General Services (DGS)?

13. Does the file documentation contain the STD. 21 . .
Drug Free workplace certification for X Number Yes [ [[JNo | [JN/A | Remarks;
vendors? ‘ -

14. Do emergency service X Numbers document and .
justify the emergency? ; K Yes | [INo |[JN/a | Remarks:

15. Is the itemized invoice for each X Number service _
maintained in the command'’s files? Yes | [ONo |[JN/A | Remarks:

HP 680E (Rev. 09-08) OP! 010
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STATE OF CALIFORNIA - .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL CO_mmand: Division: Number:
COMMAND INSPECTION PROGRAM | Gilroy IF Coastal £26:09.008
INSPECTION CHECKLIST M O Délaney 01/66/09
Chapter 3, Command Procurements Assisted by: Date:
Contracts

INSTRUCTIONS: Answer individual items with "Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

[ TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X Command Level

[] Executive Office Level [ Voluntary Self-Inspection P20 OEW

Follow-up Required: L] Follow-up Inspection Commander's Signature: ‘ Date:
Yes [ INo L A LA TS / =6-0%

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of X Yes | [JNo

the estimated dollar value?

D N/A Remarks:

2. IsaCHP 78 Contract Request used for one-time

services exceeding $4,999.997? Yes | [ONo |[JN/A | Remarks:

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command XYes | [No

three-digit location code used, followed by "CP” for

contract payable listed on the CHP 787

D N/A Remarks:

4. Is the performance of contract services monitored

and documented? Yes | [JNo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor

maintained? Yes CINo | [IN/A Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or Yes | [JNo | [JN/A | Remarks

non-performance of the vendor?

7. s the final product to be delivered described
specifically and in as much detail as possible in the Xl Yes | [JNo

D N/A Remarks:
CHP 787 ;

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [X]Yes | [JNo | [JN/A | Remarks

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A?
|

*HP 680F (Rev. 09-08) ORI 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 20f4

Contracts

9. Are requests for contract services less than six . h contracts utilized
months from the anticipated start date of the.contract | [[JYes | [INo | X N/A | Remarks: Nosuch contracts utilize
pre-approved by Assistant Commissioner, Staff, for '
expedited processing?

10. Is all work completed and accepted by the : : _

Department before expiration of contract agreement? |.[XYes | [JNo | []N/A | Remarks:

11. Are contract services performed according to the _
quality, quantity, objectives, timeframes, and in the X Yes | [JNo | [IN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to .
substantiate expenditures for work performed and to Yes | [JNo |[JN/A | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to.ensure there .
are sufficient funds to pay for all services rendered | [ Yes | [JNo | [JN/A | Remarks:
as required by contract?

14. Does the requestor verify the contractor has fulfilled _
all requirements of the contract before approving the | [X] Yes | [JNo | []N/A | Remarks:
final invoice?

15. Is the final invoice identified and approved, as .
appropriate and forwarded to Fiscal Management Yes | [JNo |[JNJA | Remarks:

Section for payment?
16. Are all applicable form sections of the CHP 78 T
? N emarks: 1S 18 hahale Yy Facilities
completed? | Jyes | [INo N/A | goer

17. Do emergency contracts document and justify a ‘
sudden, unexpected occurrence that poses a clear XIYes | [JNo | [JN/A | Remarks:
and imminent danger, requiring immediate action to .
mitigate the loss or impairment of life, health,
property, or essential public services?

18. Are all empioyees associated with the management o .
of a contract completing the CHP 78S, Confiict of [JYes | [ONo | X NA 2:2?1‘;;"5: This is handled by Facllties
Interest Statement, Employee, form?

19. Are problems concerning the contractor's
performance fully documented in writing and made a Yes | [JNo |[JN/A | Remarks:
part of the contract manager's contract file?

20. Are contract amendment request dollar amounts o
increased more than 30%? 1 JYes | [INo N/A | ';:’C’?;:‘S: This is handled by Facilities

>HP 680F (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 3of4

21.

Is the length of the contract amendment request
more than one year?

[1Yes

[ No

Remarks: This is handled by Faclilities
Section

NIA

22.

Are amendments requested before the expiration of
the original contract?

(] Yes

I No

Remarks: No amended contracts

X N/A -

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is eéxpected to exceed $4,999.99 in

total cost?

] Yes

[T No

Remarks; No such contracts utilized

N/A

24,

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

] Yes

(I No

Remarks: No such contracts utilized

DI N/A

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(6) Consulting Services

Yes

[ No

Remarks:

LI N/A

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(6) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

{14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular) .
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

[] Yes

I No

Remarks: No such contracts utllized

X N/A

*HP 6B0F (Rev, 09-08) OF1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 4 of 4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

27. Are all driver license and fingerprint information ‘ h oo
forwarded to Contract Services Unit (CSU), along [lYes | XINo |[[JN/A Zf‘;’/":r;k:a Dé’;‘;?;;gt:s :‘;’; gg:neede"
with the contract number for retention after - ' '
Commander review?

28. Is CSU advised by the command to determine if - y
adverse information discovered is grounds for ‘OYes | [JNo | XINA ﬁcimgg‘zﬁjnvv‘;;gsft;?:gs requiring
canceling the contract (i.e., adverse driver license : :
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation _
maintained for three years after the final paymentof | X Yes | [JNo | [JN/A | Remarks:
the contract?

30. Is a log sheet maintained for a diary of activities .
related to the contract? [JYes | [JNo N/A SReeg;iiﬁ(S: iiEYS) hepglsd bipaciities

31. Is a computer file prepared for all contracts A ——

ini emarks. 1S IS hanaqile y Facilites
administered? Cyes | [ONo | XINA o
32. Is a spreadsheet prepared listing all expenditures? Remarks: This Is handled by Facill
emarks: 18 I8 nandie cliitles
[dYes | [JNo ,IE N/A | gonet

33. Is the notification to the contractor documented for o
the start date for services to begin? CJYes | [ONo | XINA 5:22;?51 This is handled by Facilities

34. Is the contractor contacted to determine if all invoices o
have been received in order to oversee the [JYes | [ONo | XINA 222;?,’”“" This i handied by Facilities
completion of the contract?

35. Do consultant services contracts of $1,000 or more ' o
contain detailed performance criteria and a schedule | [ Yes | [JNo | [X] N/a | Remarks: No such contracts utilized
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor B
Evaluation form for consultant contracts? ClYes | ONo | [OJN/A | Remarks: No such contracts utilized
(SCM Vol. I, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) X Yes | [INo |[JN/A | Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for XK Yes | [JNo | [JN/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final '
[(JYes | KINo | [JN/A | Remarks:

approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 1

Command: Division: Chapter:
Gilroy IF Coastal 3

Inspected by: Date:

Lt. Delaney 01/06/09

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
[] Division Level Command Level

[] Executive Office Level

Corrective Action Plan Included
[[] Appeal included
[] Attachments Included

Follow-up Required: Forward to: Commander's Signatu're:l Date:
Dyes  LINo Due Date: AP0 Doy 01/06/09

Inspector's Comments Regarding Innovative Practices:

None

| Command Suggestions for Statewide Improvement:

Ongoing training for purchasers and approvers.

[ Inspector’s Findings:

Command employees were not completing form CHP 78S, Conflict of Interest Statement, Employee, for

Cal-Card purchases.

Contractor employee driver license and fingerprint information was not being forwarded to Contract

Services Unit as required.

Commander’s Response:

Employees have now been trained on the noted issues.

CHP 680A (Rev. 09-08) OPI 010




STATE OF CALIFORNIA | éommand: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL [ Gilrov IF Coastal 3
COMMAND INSPECTION PROGRAM e o S
EXCEPTIONS DOCUMENT Lt. Delaney 01/06/09

Page 2

| Inspector's Comments:

None

SRequiired Action:

Corrective Action Plan/Timeline

Train employees on noted issues. *

Training occurred immediately as inspection was underway.

pealiRroce

Commander's Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal), ]

N/A

Lead Inspector's Signaturs: Date:
7 /-0 F

Responding Commander's Signature (for appeal): Date: ‘

CHP 680A {Rev. 09-08) OP1 010
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:Business, Transportation.and Housing Agency iibé'

State of California -
. ~ "t
Memorandum C:Epf&rm
A )
Date: January 7, 2009
To: Coastal Division

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

From:
Gilroy Inspection Facility
File No.: 726.10553
Subject: CHAPTER INSPECTION FOLLOW-UP

On January 06, 2009, a Chapter 3 - Procurement self-inspection was conducted at the Gilroy
Inspection Facility. Two issues requiring attention were listed on the accompanying Exceptions

Document. Below are the noted issues:

1. Employees utilizing the Cal-Card were not completing the CHP 78S - Conflict of Interest
Statement, Employee, for Cal-Card purchases.

2. Contractor employee driver license and fingerprint information was not being forwarded
to Contract Services Unit as required.

These issues were addressed through the training of responsible the personnel. No further action
is contemplated.

7. 40(;:_

M. O. DELANEY, Lieutenant
Commander
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STATE OF CALIFORNIA
DEPARTMENT CF CAUFORNIA HIGHAAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapder 3, Command Procurements

Number
08¢0l
w% 18bs’

Purchases

INSTRUCTIONS: Answer individual items with “Yes" or *No® answers, or fll In the blanks as indi
appdcable legal statves, or deficiencies noted in the inspections shall be commented on via the “Remarks”

discrepancies andtor deficiences shall be docwmented on an Exceptions Document and adidressed to the

Furthermore, the Exceptions Dosument shall inchxde any follow-up andfor comrective action
Inspegtion, (he “Foliow-up Inspection® box shall be marked and only deficient items need in

cafed. Any disciepancios with pokcy,
seclicn. Addiﬁmuly,suc;

next leve! of command.

(5) taken. If this furm is used a5 a Follow-up

be re-}nspecbed.__

[ Division Level [ Command Leyet

(] Execulive Office Leveal &Vdunfary Self-Inspection

Follow-up Required:

[ Yes B No O Follow-up Inspection e 7 W

b=y
{2310

For applicable policy, referto: HPM 11.2, Chapter 7

1. Are parficipants in the pracurement process af the
command level familiar with the relaled policies and | [ Yes

procedures for purchasing 7

I No

[ Nra

Remaks:

2. Have Approversi/reviewars of purchases recelyed

procuremant training? E Yasg
9

CINo

[T Nea

Remarks

3. Are prohibited ftems procured on CHP 43, Purchases
Requisitions? O Yes

Supplies for personally — owned equipment
Commodities for personal use

Confeming order
Purchases via the intemet

* > »

4 Na

I Nia

Resmans:

4, Are separate CHP 43s, Purchase Requisftions,
prepared for commodity items obtainable from [ Yes
different suppliers or from different statewide
commuodity contracts?

O Ne

I NiA

Remamks

5. Is afi required information entered on the CHP 43,
Purchase Requisition? m Yas

O No

CI A

Remams

6. Are the CHP 43, Purchase Requisitions, numbered
consecutively. starting anew at (he beginning of each | (] Yes
fiscal year {July 1)7 ‘

CIne

[ NA

Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for | [X] Yes

approval?

[ONo

Y7

Remarks

CHP QRS (e, 0001} OM 010
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STATE OF CALIFORNIA
DEPARTVENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Commend Procurements

Purchases

CALIFORNIA HIGHWY PATROL

@002/014

Page

20f3

8. Do specialized items purchased contain the
appropriate Diviston, and/or OF| approvals?

X Yes

OINo

O Nia

Regmanis:

9. Are the CHP 43, Purchase Requisifions,
compeditively bid?

X Yes

O No

CINA

Remams:

10. Does lhe CHP 315, Price Companson Worksheat,
document bt lesst fwo price quotations?

&'Yes

CINo

I Na

Remamg

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase fo one specifie
brand or mode) justified and in compliance with SAM
35557

d Yes

[ No

&I Nia

Remamis:

12. Are Limited Competitive Bidding purchase requests
for items that interface with exisfing departmental
equipment in compliance with SAM 3555.3?

[ Yes

CINo

B Néa

Resmarks

13, Do Non-Competiive Bid (NGB] purchase equests
cantain the NCB justification and NCB Comrective
Acfion Plan documents?

[ Yes

[INo

[ Nia

Remanis:

14. Are items checked immediately for content and
damege when delivered?

[¥ Yes

ONo

CINA

Remams:

15. Is the "received copy” of the purchase order
approvad, deted, and forwarded to the Fiscal
Management Section (FMS), Account FPaysble Unit,
within three business days of receipt, If efl lems are
accepted?

Q’Yes

O Ne

[ nNa

Resnarke:

16. Are freight and/or packing slips attached o the
received copy of the purchase order and sent to
FMS5?

CINe

I Nia

Remams

17. |s FMS provided & photocopy of Ihe purchase order
and any approved freight or packing slips as
acknowledgement that e postion of the order has
been received?

X Yes

CI Mo

O Na

Remans

1E. Is the onginal “received copy” retained by the
command for completion and farwardng to the FMS
when the complete shipment is received?

gYes

CINo

[ A

18. Are Damaged ttems delivered by common camier
acknowledged on the freight bill by the carrier's driver
before being accepted?

KY&S

[ONo

I NrA

CHP 8ROC (Rov. 00.08) &1 310
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procuremerts

Purchases

CALIFORNIA HIGHWY PATROL

@003/014

Page
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20. Is Purchesing Services Unit {PSU) notified
immediately by telephone, followsd in wieiting either
by a memorandum or e-mail, requesting cancaltation
of the requisition or deletion of an Ibem, if it is
determined that a commodity requested on a CHP 43
& no longer needed and a purchase order has not

yat been prepared?

[ No

X nia

Remans:

21. Are open purchase ordess perodicslfy reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

CINe

O Nia

Remanks:

~22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
{SCM Vol. 11, Ch. 11, Togic 4)

[ No

[ nea

Remanks

23. Are decisions dogumented $o create a paper trail
documenting the basis of (he decisions made for the
purchase? (SCM Val It Ch. 2, Topic 11)

[J N/

Remanks

24. Are purchase arders spiit to evade competitive
bidding requiremants or to eircumvent the
Department’s delggated purchase authority imits?
(Pubkic Conlracts Code Section 10329)

CINA

Remanks:

P BB (v 60-04) OF1 010




STATE OF CALIFORNIA : A 4

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL [ !c\;/(‘l)g:’?;ié Area CDDI\gsallog;[al Div Chapteg"

COMMAND INSPECTION PROGRAM spected b% : e
Sam Dickson, LT. 12/31/08

EXCEPTIONS DOCUMENT
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

TYPE OF INSPECTION Total hours expended on the [C] Corrective Action Plan Included
] Division Level Command Level | Inspection:
[] Attachments Included
(] Executive Office Level 2
Forward to: Coastal Div.

Follow-up Required:

Due Date: 12/31/08

[] Yes X No

‘Chapter Inspection, 5

Inspector's Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

None
| Commander’s Response: [X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) [

SCE pa6caD  chdkersiT Fane A 3, Parernsss

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

|_etc.)

CHP 680A (Rev, 02-09) OPI 010



STATE OF CALIFORNIA : — ,
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL [ TOGE- TS Division: , RIS
Monterey Area | Coastal Div. 32 .

COMMAND INSPECTION PROGRAM oo
EXCEPTIONS DOCUMENT 12/31/08

Page 2 of 2

Inspected by:
Sam Dickson, LT.

e tired Action

Corrective Action Plan/Timeline

None

I ] Employee would like to discuss this report with COM&‘\i’ER' SIGNATURE DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.) P|— 8’“/67' 9 ’
INSPECTO)'S SIGNATURE DATE
D e e
[ ] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[] Concur [] Do not concur

CHP 680A (Rev 02-08) OP| 010
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STATE COF CALIFORNIA
DEPARTMENT OF CALIFORNIA HGHWAY RATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapler 3, Command Procurements

Cal-Card Program

.

-

INSTRUCTIONS: Answer individual ftems with “Yes® of "No™ answers, or fll in the blanks 35 Indicated. discrepancias with poky,

applicable legal siatves, or deficiencies noted in the mspeclions shall be commented on via (he 'Remark’;{‘gecm Additionaty, such

discrepancles antfor deficlencies shall be docwamented on an Exceptions Document and addressed to the next kevel of cormmand.

Furthermore, the Exceptions Document shall inchsde any folow-up andior corrective action(s) taken. If this form is used as a Foliowup
spected.

l_r_vﬁg_ﬁim the "Fellmwg Inspection® box shall be marked and only deficiant jlems rneed {0 be re-in

Lead nspectors Signature;

] Division Level [ command Leval

[ Executive Office Level M\/oiumary Setf-Inspection

Foilow-up Required: [] Follow-up Inspection | 3 - =i
[JYes _ KINo aw el T (’?}Jligfbé/

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Gal- .
Card program completing the CHP 78S, Confictof | [FYes | [INo | [Jnva | Remams

Interest Siatement. Employee, form?

2. Are STD. 21 Drug Free Workplace vertifications
maimained within the Cal Card command file for N Yes | CIno | C]nva | Remans
i ?
esch vendor utlized” 'IQ 8 _{&m
3, Are STUD. 2(4 Payee Dafa Record fonms meintaned ]
in the Cal Card command fie for each vendor [Byes | [INo | CIna | Resmanis:
utilized?

4. Are Caffornia Integrated Waste Mansgement Bosrd )
Form 74 documents maintained for each vendor ¥ Yes | CIno | C]Nia | Remans

utilizad? ‘ P W - M

&, Ifthe vendor is & small business or DVBE Is uiBized,
s the certfification letter from the Department of NYES CINo | O N | Remarks
General Services maintained in the f@e?

8. When fair and reasonable is utilized, is the fair and ]
reasoneble method dooumented and properly N ves | CJNo [ Nra | Remankz

justified?

7. Are purchases spiit into mulliple fransactions in order

to circumyvent transection purchase limits? CIYes | N0 | I v | Remams

8. Does the CHF 317 Cal Card Loy fully dascribe the .
purchase? ﬂ]’ Yes | [JNo | [Jnsa | Remams

8. Are bark statements reconciled with the CHP 317
Cal Card Log and the receipts/invaices? Tves | OINo | [JNra | Remanks

CHP 80D GRev. 0803 OM1 040
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STATE OF CALEFORNIA
DEPARTVENT OF CAUFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procirements

Cal-Card Program

CALIFORNIA HIGHWY PATROL

[A005/014

Page 20f2

10. Are credit invoices/recaipts for refimeg Heme
mainiained with the bank statement?

ONo | [JNra | Remams

11. Do non-itemized purchase receiptsinvoices
document the purchase by listing the commodity,
quantity, and unit price of the item(s) purchased on
the bank statement.

O Yes

CONo | X nia | Remans

12. Are Cal Cards maintained in a secure area?

[ Yes

| NE mENT Remarms:

13. Are Cal Card purchases pre-approved by the
commander?

ONo | [N | Remams

14. Have all cardholders received training on the
Department’s procurement processes?

] Yes

No | [JN/A | Remams Q 9 -

15. Are itermn(s) purchased with The Cal Card prohitsted
by departmental policy?

[1Yes

@No CINA | Remams:

CHP 8EXD thew. 06-03) OF 010



SEPARTVENT OF CALIFORNIA HIGHWAY PATROL T paisien. CIRRIEE
DEPA F A .
COMMAND INSPECTION PROGRAM  (-Monterey Area | Coastal Div.__{ 3
EXCEPTIONS DOCUMENT Sam Dickson, LT. 12/31/08
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

[_TYPE OF INSPECTION Total hours expended on the [] Corrective Action Plan Included
inspection:

[] Division Level [X] Command Level
[[] Attachments Included

[} Executive Office Level 2

Forward to: Coastal Div.

Follow-up Required:

[] Yes No

Due Date: 12/31/08

Chapterinspection. 3 (@ capdd i

Inspector’'s Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement:

None

| Inspector’s Findings:

None

| Commander's Response: [ Concur or [J Do Not Concur (Do Not Concur shall document basis for response) J

ST AT At chrdeesy R~ Cch 3 (A LA

Inspector’'s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged, ]

etc.)

CHP 6B0A (Rev, 02-08) OP] 010



SEARTVIENT OF GALIFORNIA HIGHWAY PATROL ' I Division: e
D R .
COMMAND INSPECTION PROGRAM | Monterey Area | Coastal Div. L
EXCEPTIONS DOCUMENT Sam Dickson, LT. 12131408
Page 2 of 2

Requirad Action:

Corrective Action Plan/Timeline

None

[_] Employee would like to discuss this report with COBDE 'S SIGNATURE DATE

the reviewer.

(See HPM 9.1, Chapter 8 for appeal procedures.) f{'/ -9

INSZ\/ SIGNATURE DATE
I fra P 5189 ’

[_] Reviewer discussed this report with REVIEWER’S SIGNATURE DATE

employee
[] Concur ["] Do not concur

CHP B80A (Rev. 02-08) OPI 010



0871872009 16:03 FAX 18314242117

“a

STATE OF CALEFORNIA
DEFARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

CALIFORNIA HIGHWY

PATROL

Page Tof2

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

i Wt

¢l

VD840
1€]o

INSTRUCTIONS: Ansver mdividual ibems with *Yes® or

applcable kegal statves, or deficiencies noted in
discrepaneies andfor defeiendies shall be
Furthermore, the ions Document shall include any folow-up

‘No” answers, or fll in the blanks as Indioated.
the nspections shall be commented on via (he "Re

documented on an Exceptions Document and addressed
andlor cormective action{s) taken. If this form is used as & Follow-up

Any discrepancies with pokicy,
masks” secon. Additionally, such
to the next bevel of cammand.

Inspection. the Follow-up Inspecfion® box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

U] Division Level (] Command Leval

(] Executive Office Level

Follow-up Required:
[] Yes M No

oluntary Setf-Inspectio
Fallow-up [nspection

Lead inspeciar's Signature:

my/ﬁ;(if @j(m;y%/-

3\

For spplicable policy, refer to: HPM 11.1, Chapter 23

Are muttiple X Numbers awarded 1o the same vendor

1.
to circumvent the $4.000 contract limit?

[J ves [T NvA | Remanks

[;S(No

Duoes all X Number file documentation oontain the
8TD. 204 Payes Dats Record?

Remarks:

CONo | CJNA

Do X Numbers requirng a contract {i.e., janitorial or
landscaping) have prior epproval from the Business
Seqvices Section commander?

Remans:

MYE&

CINo | [CINA

Are X Number requests made prior to the date the
services are parformed?

Resmams:

CINe [ CIN/A

e

Are X Numbers tssued for a one-fime use?

D(Y& CINe | [ wia | Remams

Are prohibited services performed using an X
Number?

] Yes [ NrA | Remarke

g(mn

Are X Numbers used for the procurement of g
service and not the purthase of a commodity?

Remarke:

ONe [ OJna

Are X Numbers issued for telecommunications
related services pre-approved by
Telecommunications Secfion?

Remans:

CONo | ONA

Do X Numbers used for faciiiies relsted services
(such as roof repalr, electrical) costing over $1,000
have prior approval from Facifities Seclion?

Remans:

ONo [ON/A

Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate
Assistant Commissioner?

10.

Remarks:

[ MNe

oo

CHP SKIE {Rev, t-0) OF1 0%

[@006/014
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapder 3, Command Procurements
X-Number Progrem
11. Do al X Numbers awarded to & non-small busiess
vendor contain three price quotations? ﬁ Yes | [JNo | [JNra | Remans
12. Do gk X Numbers awarded to 8 small business
vendor contain the small business certification from [XY&S CINo | [N | Remans
(e Depariment of General Services (DGS)?
13. Does (ha file documentation cortain the ST0, 21
Drug Free workplace cerification for X Number Yes | [ONo | ] NrA | Remans
vendors? ,( ‘G U
14, Do emergency service X Numbers document end X
justify the emergenoy? MY&S CINo | [ Nra | Remas:
15. Is the emized involce for each X Number service
maintained in the command's files? mes COINo | [CINA | Remans:

L

CriP 8BUE |Foav. (3:D8) OP 040



STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Monterey Area | Coastal Div 2
COMMAND INSPECTION PROGRAM nspecied by ‘ T
EXCEPTIONS DOCUMENT Sam Dickson, LT. 213108
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

[] Corrective Action Plan Included

TYPE OF INSPECTION Total hours expended on the
inspection:

[] Division Level [X] Command Level
[] Attachments Included

[] Executive Office Level 2

Forward to: Coastal Div.

Follow-up Required:

Due Date: 12/31/08

[] Yes No

Chapter Inspection:
Inspector’'s Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement:

None

[ Inspector’s Findings:

None

| Commander’s Response: [XI Concur or [[] Do Not Concur (Do Not Concur shall document basis for response)
Ch 3 s MumBXE S

|

SSE ATTECHD Ll e fiL T e

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.)

CHP 680A (Rev. 02-09) OP1 010



STATE OF CALIFORNIA : S
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Commar: AT .
Monterey Area | Coastal Div.

Chapter:

COMMAND INSPECTION PROGRAM [ jonere)

Dale:
12/31/08

EXCEPTIONS DOCUMENT Sam Dickson, LT,
Page 2 of 2

-eq'U'fr?.ed Action’

Corrective Action Plan/Timeline

None

["] Employee would like to discuss this report with COMMANDER'S SIGNATURE DATE
the reviewer. L\/
(See HPM 9.1, Chapter 8 for appeal procedures.) ¥ (| e y'/(" 9
lNzE\ClTOR' SIGNATURE DATE
= o ~—
| o " ¥ 189
["] Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[] Concur [] Do not concur

CHP 680DA (Rev. 02-09) OPI 010




08/18/2009 16:03 FAX 18314242117 CALIFORNIA HIGHWY PATROL [4008/014

Page 1 0f 4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM | Monterey Coastal CR0eD0]
INSPECTION CHECKLIST S Dickeon. Lt 31DECO8
Chapter 3, Command Procurements Aessed by, Dale:
Contracts

INSTRUCTIONS: Answer individual ltems with "Yes" or “No* answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section, Additionally, such
discrepancies andlor deficiencies shall be documented on an Exceptlons Document and addressed to the next level of command,

up and/or corrective action(s) taken. If this form is used as a Follow-up

Furthermore, the Exceptions Document shall Include any follow-
Inspeclion, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[[] Division Level [(J Command Level
[] Executive Office Level X Voluntary Self-Inspection D\/“’_
Follow-up Required: [ Follow-up Inspection _ Date:
MYes MNo £2% 1230

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of Yes | [JNo | [JN/A | Remarks: \
the estimated dollar value?
2. Isa CHP 78 Contract Request used for one-time .
g Yes D No D N/A Remarks:

services exceeding $4,999.99?

3. Is the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command KYes | [INo

three-digit location code used, followed by “CP" for

contract payable listed on the CHP 787

D N/A Remarks:

4. (s the performance of contract services monitored .
and documented? Yes | [JNo | [JN/A | Remarks:

5. Are all copies of correspondence with the vendor , .
maintained? X Yes | [JNo |[JN/A | Remerks:

8. Are letters for contracts documented and maintained
which outline any problems related to substandard or X Yes

non-performance of the vendor?

DNO DN/A Remarks:

7. Is the final product to be delivered described
specifically and in as much detail as possible in the X Yes | [JNo

CHP 787

D N/A Remarks:

8. Are all required levels of approval/signature obtained.
including the required documentation and approvals Yes | [JNo

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A?
i

D N/A Remarks:

CHP 880F (Rev. 09-00) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

CALIFORNIA HIGHWY PATROL

Page

[d009/014

20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for

expedited processing?

X Yes

[ No

CIN/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[ No

CINIA

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

I No

[IN/A

Remarks:

12,

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[JNo

CONA

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

I No

CIN/A

.Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the

final invoice?

X Yes

[ No

CIN/A

Remarks:

15,

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management

Section for payment?

Yes

I No

CINIA

Remarks:

18.

Are all applicable form sections of the CHP 78
completed?

Yes

[ No

O N/a

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

[ No

CINA

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 788, Conflict of
Interest Statement, Employee, form?

Kl Yes

P8 No

(I N/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

[ No

I N/A

Remarks:

20.

Are contract amendment request dollar amounts
increased more than 30%?

[T Yes

[T No

XIN/A

Remarks:

CHP §80F (Rev. 08-08) ORI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

CALIFORNIA HIGHWY PATROL

@010/014

Page 3of 4

[ 21,

Is the length of the contract amendment request
more than one year?

X Yes

[JNo

D N/A Remarks:

22,

Are amendments requested before the expiration of
the original contract?

X Yes

I No

[:l N/A Remarks:

23.

Is a service contract on a CHP 78, Contract Request

initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in

total cost?

[ Yes

[ No

E N/A Remarks: Never applicable at Area
level.

24,

Do conference room rental costs exceeding the $500 -

per day limit have pre-approval from Assistant
Commissioner, Staff?

[JYes

(I No

I N/A | Remarks; Never applicable at Area
level,

25,

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of

the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorlal Services

(6) Consulting Services

Yes

[J No

D N/A Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Malntenance and Repair

(3) Carpet Installation

(4) Diesel Generalor Mainlenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevalor Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Healing, Ventilalion, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (Interior of facllity)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Sleam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and reguiar)
(18) Television Equipmenl Maintenance and Repair
(18)Uninterruptible Power Supply Maintenance and Repair

[ Yes

(I No

g N/A | Remarks: No contracls for on-site
personnel in excess of 30 days
entered into for 2008.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

CALIFORNIA HIGHWY PATROL

hoi1/014

Page 4 of 4

Contracts
27. Are all driver license and fingerprint information .
forwarded to Contract Services Unit (CSU), along Yes | [JNo | [C]JN/A | Remarks: When obtained.
with the contract number for retention after
Commander review?
28. Is CSU advised by the command to determine if
adverse information discovered is grounds for Yes | [JNo | [JN/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?
29. Are all invoices, records, and relevant documentation
maintained for three years after the final paymentof X Yes | [INo |[]JN/A | Remarks:
the contract?
30. Is a log sheet maintained for a diary of activities
related to the contract? B Yes | [ONo | [JN/A | Remarks:
31. Is a computer file prepared for all contracts
administered? []Yes No | [JN/A | Remarks:
32. Is a spreadsheet prepared listing all expenditures?
A D Yes No D N/A Remarks:
33. Is the notification to the contractor documented for
the start date for services to begin? [dYes | [ONo | X NA Esg}ar ks: Not performed at Area
34. Is the contractor contacted to determine if all Invoices
have been received in order to oversee the ClYes | [ONo | NA fis Lol peviormad SilATen
completion of the contract? i '
35. Do consultant services contracts of $1,000 or more )
contain detailed performance criteria and a schedule | []Yes | [ No N/A ':te/’:::;kf:v.g',"s type service not used
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1) EEs
36. Does the contract file contain the STD. 4 Contractor . o
Evaluation form for consultant contracts? ClYes | [ONo | IN/A R'tef;“a’kf’ TS lype service not used
(SCM Vol. I, Ch, 3, Section 3.02.5) a Area Tavel,
37. Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) ClYes | [JNo | K N/A & aake: Norperermediet Afen
38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for [JYes | [INo N/A | Remarks: Not performed at Area
personal service contracts? (GC 19130 & SCM Vol. |, eve_‘
L Ch. 7, Section 7.05)
39. Are any contract payments made prlor to the final ——
emarks: Not performed at Area
OYes | ONo | XINA evel.

approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)
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STATE OF CALIFORNIA Command: Division: Chapter:

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Monterev Area | Coastal Div ? ‘
COMMAND INSPECTION PROGRAM 1ol e
EXCEPTIONS DOCUMENT Sam Dickson, LT. 12131/08 ]
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shail be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

[[J Corrective Action Plan Included

TYPE OF INSPECTION Total hours expended on the

[C] Division Level Command Level | Inspection:
[] Attachments Included
[J] Executive Office Level 2
Forward to: Coastal Div.

Follow-up Required:

[]Yes No
Chapterilnspection. 3 [ CommAND. PRocuimmesT s /

Due Date: 12/31/08

Inspector's Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement:

None

[ Inspector's Findings:

None

| Commander’s Response: [ Concur or [] Do Not Concur (Do Not Concur shall document basis for response)

™ ~ o
SE ATIRers)  cncene, s/ Fath ch 3 Comempun Pn cu/LMcn//“-%'”‘M-dc,’:S.

Inspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.)

CHP 6BDA (Rev. 02-03) OP1 010



SIS R Command: Division: Chapter
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Monterev Area | Coastal Div [
COMMAND INSPECTION PROGRAM 21/ o
EXCEPTIONS DOCUMENT Sam Dickson, LT. 12/31/08
Page 2 of 2

equiﬁed Action: .:

Corrective Action Plan/Timeline

None

} [_] Employee would like to discuss this report with ¢ JMMAND 'S SIGNATURE DATE
the reviewer.
(See HPM 9.1, Chapter 8 for appeal procedures.) /L""'__‘“ 6/'/67" 9 I
l SPECTp SIGNATURE DATE
g 8-/¢- ] (
LI Reviewer discussed this report with REVIEWER'S SIGNATURE DATE
employee
[] Concur [ ] Do not concur

CHP 680A (Rev, 02-09) OPI 010



sl Page 10f3
Command: Division:Coastal Number:
SEQLER'?I\,;ECI\?II: ICI;S?)IXIL/?FORNIA HIGHWAY PATROL Eil?gt%igy ;?t,s- oR-010
COMMAND INSPECTION PROGRAM rraied s
: 2 12/30/2008
INSPECTION CHECKLIST M. Mann #2108 12
Chapter 3, Command Procurements M. Finch #A14451 12/30/2008

Purchases

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or filf in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall-be documented on an Exceptions Document and addressed fo the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspectlon, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

(] Executive Office Level

TYPE OF INSPECTION
[] Division Level

Command Level

(J Voluntary Self-Inspection

Lead Inspector's Sighature:

A —

Follow-up Required:

[] Yes

(] Follow-up Inspection

X No

Commander’%e:
l “ L]

Date: 12/30/2008

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the ' Remarks: Attended formal
HR ? et emarks: encaed roma
gfgzr:daur;cé s'ef\c/)?l gﬁmgl:;inwgg the related policiesand | X Yes | [(JNo | CJN/A procUrement training on 12/17/2008
2. Have Approvers/reviewers of purchases received RaEE = (haeesi | e
. Y4 emarks: Upcoming January 5,
procurement training? ] Yes No | CJN/A o 0SS, OA I, and ASM.
3. Are prohibited items procured on CHP 43, Purchases
Requisitions? (1 Yes No | [JN/A | Remarks:
e Supplies for personally — owned equipment
e Commodities for personal use '
o Confirming order
e Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from K Yes | [JNo | [INA Remf.‘:‘: P'ﬁ::g °rt1her °°""§°t
different suppliers or from different statewide suppliers are When passible.
commodity contracts?
5. Is all required information entered on the CHP 43,
Purchase Requisition? Yes | [ONo |[JN/A | Remarks:
6. Are the CHP 43, Purchase Requisitions, numbered
consecutively, starting anew at the beginning of each Yes | (ONo |[JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner, Staff, for | []Yes | []No N/A | Remarks: Area has not submitted
approval? any expedited requests for the
purchase of goods.

CHP 680C {Rev, 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

8. Do specialized items purchased contain the _
appropriate Division, and/or OPI approvals? Yes | [(INo | OJN/A | Remarks:

9. Are the CHP 43, Purchase Requisitions, '
competitively bid? Yes D No I:I N/A Remarks: Example #735PR8505

10. Does the CHP 315, Price Comparison Worksheet, .
document at least two price quotations? X Yes | (ONo | [JN/A | Remarks: Example #735PR8505

11. Are Limited Competitive Bidding purchase requests _ - .
that limit or restrict the purchase to one specific [(JYes | XINo | (JNA E;’:;,’ﬁ'thﬁ[ftaa7325'%2:;&52';;@
brand or model justified and in compliance with SAM branding” will be avoided on future
35557 requests,

12. Are Limited Competitive Bidding purchase requests o
for items that interface with existing departmental Yes | X No | CONA ;‘?:(‘;re";: No Justificafion was
equipment in compliance with SAM 3555.37 '

13. Do Non-Competitive Bid (NCB) purchase requests o
contain the NCB justification and NCB Corrective [Yes | X No | (JN/A | Rematks: Nojustification was
Action Plan documents? )

14. Are items checked immediately for content and
damage when delivered? X Yes | [JNo | [JN/A | Remarks:

15. Is the “received copy” of the purchase order o
approved, dated, and forwarded to the Fiscal Yes | (ONo |ONA $ﬁ2::”a‘rsé ;ii‘;a't?; ;2'3 Is the case.
Management Section (FMS), Account Payable Unit, s
within three business days of receipt, if all items are
accepted?

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to ‘X Yes | [(ONo | CIN/A | Remarks:

FMS?

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as Yes | [ONo |[JN/A | Remarks:
acknowledgement that a portion of the order has
been received?

18. [s the original “received copy” retained by the
command for completion and forwarding to the FMS Yes | [JNo | [JN/A | Remarks:
when the complete shipment is received?

19. Are Damaged items delivered by common carrier )
acknowledged on the freight bill by the carrier's driver | [] Yes | [ No N/A | Remarks: Area has not received any

before being accepted?

damaged items.

CHP 680C (Rev. 08-08) OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 30of3

20. |s Purchasing Services Unit (PSU) notified
immediately by telephone, followed in writing either
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

1 Yes

[INo

N/A

Remarks: Area has not cancelled
any orders.

21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for
an unreasonable length of time. (SAM 8422.0)

Yes

[ No

LI N/A

Remarks:

22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment?
(SCM Vol. I, Ch. 11, Topic 4)

X Yes

O No

1 N/A

Remarks:

23. Are decisions documented to create a paper frail
documenting the basis of the decisions made for the
purchase? (SCM Vol li Ch. 2, Topic 11)

(] Yes

Xl No

CIN/A

Remarks: In the past, Area
management determined what items
were needed by the Area.

24, Are purchase orders split to evade competitive
bidding requirements or to circumvent the
Department’s delegated purchase authority limits?
(Public Contracts Code Section 10329)

(] Yes

<] No

O N/A

Remarks: PIA and other contract
suppliers are used when posslble.

CHP 680C (Rev. 09-08) OP! 010
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Page 10f2
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL — T o
COMMAND INSPECTION PROGRAM [ (e e s
INSPECTION CHECKLIST Evaluated by Date:
Chapter 3, Command Procurements M. Mann 11/05/2008
Cal-Card Program Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:

TYPE OF INSPECTION
[] Division Level Command Level
[ Executive Office Level (] Voluntary Self-Inspection
Follow-up Required: ] Follow-up Inspection 00'“"‘& W e
[]Yes No | | T - vo7-08
For applicable policy, refer to; HPM 11.2, Chapter 3
1. Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of (JYes | [(INo |[XIN/A Re"l’la”f)sl: D‘/’\es fick ap”.earf° be
Interest Statement, Employee, form? 8. - not Involved i
’ ! planning or procurement for the
Department.
2. Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for Yes | [ONo | [JN/A | Remarks: When applicable for X-
h vendor utilized? number contracts. Cal card is not
eac used to purchase services.
3. Are STD. 204 Payee Data Record forms maintained Remarks: Wh lcable for X
' - N’ emarks: en applicable tor X-
Lr;“tir;ee O%al Card command file for each vendor Yes | (JNo | CIN/A e coniacts: Mhewlren dha nd
! make payments to hon-governmental
entities.
4. Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor COYes | X No |[JN/A | Remarks: The Area uses products
utilized? with recycled content when »
! applicable. Sometimes obtaining
requlred content is not possible.
5. If the vendor is a small business or DVBE is utilized,
is the certification letter from the Department of Yes | [ONo | CJN/A | Remarks: When applicable for X-
General Services maintained in the file? AUMBSn GG
8. When fair and reasonable is utilized, is the fair and R e
% emarks: The Area always seeks
er?sat?f?;;’?le method documented and properly Yes | (No | (ONA the lowest possiblo price for qoods.
7. Are purchases split into multiple transactions in order
to circumvent transaction purchase limits? OYes | X No |[]N/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the
purchase? Yes D No [:] N/A Remarks: In standard terms.
9. Are bank statements reconciled with the CHP 317 ‘
Cal Card Log and the receipts/invoices? Yes | (ONo |[JNA E;mra krfége‘”ewed and signed by

CHP 680D (Rev. 08-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20f2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? X Yes | [(ONo |[IN/A | Remarks:

11. Are credit invoices/receipts for returned items '
maintained with the bank statement? Yes [ [(ONo | [JN/A | Remarks:

12. Do non-itemized purchase receipts/invoices '
document the purchase by listing the commodity, [ Yes No | CIN/A i'ze;?tzgfg d?:'b‘;f :t‘;‘t’g:ﬁesntf‘t:ﬂ;:g‘
quantity, and unit price of the item(s) purchased on with orlglnal Involces for iterization.
the bank statement, Banks statement reflects where

goods were purchased,

13. Are Cal Cards maintained in a secure area? R <s: The Area has thres Cal

N emarks: e Area nas three Ca
Yes D No D N/A cards which are kept secure.
14. Are Cal Card purchases pre-approved by the Remarke:sfiaizaiicn] an
% emarks: Authorization Is sought by
commander? Yes D No D N/A holders for purchases.

15. Have all cardholders received training on the
Department's procurement processes? Yes | [ONo |[JN/A | Remarks:

16. Are item(s) purchased with the Cal Card prohibited ]
by departmental policy? [(JYes | X No | [JN/A | Remarks Onlyapproved items are

purchased.

CHP 680D (Rev. 08-08) OPI 010
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STATE OF CALIFORNIA :
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Coastal Chapter; Chapter 3
King City Cal-Card
Inspected by: Date:

M. Mann 11/07/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
(] Division Level Command Level

[] Executive Office Level

[] Corrective Action Plan Included

(J Appeal Included

(O Attachments Included

Follow-up Required: Forward to: Commander's Signature: Date:
< 2 o8: %0
[ Yes & No Due Date: ?

Inspector’'s Comme_nts Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

No problems with the command’s Cal-card procedures were identified. Audits of Cal-card procedures
are carried out according to the schedule established in HPG 22.1, Commander's Desk Reference.

CHP 680A (Rev, 08-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM (|3<o.mmagi_:t Division: Coastal 82?1?;::5 Chapter 3

EXCEPTIONS DOCUMENT e M

P M. Mann 11/07/2008
age 2

| Commander's Response:

Ensuring purchases for goods and services are made according to policy are a priority for the command.
All purchases made are prudent.

[ Inspector's Comments:

Ensuring purchases for goods and services are made according to policy are a priority for the command.

Corrective Action Plan/Timeline

None required.

CHP 6B0A (Rev, 08-08) OPI1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command; Division: Coastal Chapter: Chapter 3
King City Cal-Card
Inspectsd by: Date:

M. Mann 11/07/2008

Commander’s Basis for Appeal:

Not applicable.

| Appeal Review/Decision: (This shall be the only level of appeal).

Not applicable.

Lead Ingpector, £\ Ch
%‘ ‘

Date:

08:19-09

Responding Commander’s Signature (for appeal):

Date:

CHP 680A (Rev. 09-08) OF1 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Coastal Number:

COMMAND:-INSPECTION PROGRAM Elrrgt(glgy 33;5 ~03-00%
valuate Y. ale:

INSRECHION CHESHEIST M. Mann #12109 12/30/2008

Chapter 3, Command Procurements Assistad by: ST

X-Number Program M. Finch #A14451 12/30/2008

P )

Page | 10f2

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Yes No

[] Division Level Command Level ¢
(] Executive Office Level (] Voluntary Self-Inspection . z{
Fo“ow_up Required: D FO“OW'UP Inspection Commandegs, Signature: Date: 12/30/2008
% w' %—”’_\

For applicable policy, refer to: HPM 11.1, Chapter 23

Assistant Commissioner?

1. Are multiple X Numbers awarded to the same vendor _
to circumvent the $4,999 contract limit? OYes | XNo |[JN/A | Remarks:
2. Does all X Number file documentation contain the ——— "
5 N emarks: venaor nas not been
STD. 204 Payee Data Record? Yes | [ONo [[IN/A | CH previovsly, or outslde 3 years.
3. Do X Numbers requiring a contract (i.e., janitorial or B meries firsa b oot
F. . H v emarKks: Area nas one A-number
Isand§cap|ng) Ijave prior appro';/al from the Busme;s J Yes No | [CIN/A e lar nionikily,janierial ssrices
ervices Section commander” — approved by Faclliies Section.
4. Are X Number requests made prior to the date the
services are performed? Yes | [JNo |[JN/A | Remarks:
5. Are X Numbers issued for a one-time use? Remarks: Except "
V4 emarks. exception — monthly
Yes D No D N/A Janltorlal service.
6. Are prohibited services performed using an X
Number? O Yes No |[JN/A | Remarks:
7. Are XNumbers used for the procurement of a Remarks: N -
H H emarkKs: NO commoalties are
service and not the purchase of a commodity? XYes | (ONo | CINA purchased via XNumber
8. Are X Numbers issued for telecommunications
related services pre-approved by CJyes | (ONo N/A | Remarks: Area has not had any.
Telecommunications Section?
9. Do X Numbers used for facilities related services
(such as roof repair, electrical) costing over $1,000 Yes | [ONo |[JN/A | Remarks:
have prior approval from Facilities Section?
10. Do X Numbers issued for l[apsed contractual
agreements have prior approval by the appropriate CYes | 0ONo N/A | Remarks: Area has not had any.

CHP 6B0E (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

; : : \ ' Remarks: When possible however; in
vendor contain three price quotations? Yes | [JNo |[[IN/A o lain situations there are Imitod
vendors available in Area to perform
a service — usually sole proprletor.
12. Do all X Numbers awarded to a small business es: Wh b
vendor contain the small business certification from Yes | [INo | [ N/A | Remarks: When possible and a
. certified small business is used.
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 N —
St . emarKs: some S have the
Drug Free workplace certification for X Number XvYes | (ONo |[INA STD 21 form attached. Ofhers do
vendors? not.
14. Do emergency service X Numbers document and Rhrmar e TR ; od
: . ) N emarks: Area nas not requeste
justify the emergency D Yes D No N/A any emergency service X-Numbers.
15. Is the itemized invoice for each X Number service '
maintained in the command's files? : Yes | [JNo |[JN/A | Remarks:

CHP 880E (Rev. 09-08) OF1 010




STATE OF CALIFORNIA . Command: Division: Coastal Chabter: Chapter 3
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ~ ° King City X-Number
COMMAND INSPECTION PROGRAM Inspected by: Date:

M. Mann 11/07/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION (] Corrective Action Plan Included
. <
[ Division Level Command Level [ Appeal Included
[ Executive Office Level O Attachments Included
Forward to: Commander’s Signature: Date:

Follow-up Required:

[] Yes X No 47’—— 08 '9'07

Due Date:

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector’s Findings:

No problems with the command’s use of X-Numbers to obtain service were identified. Audits of X-
Number procedures are carried out according to the schedule established in HPG 22.1, Commander’s
Desk Reference.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Command: Division; Coastal Chapter: Chapter 3
EXCEPTIONS DOCUMENT oy Chapter. |
Inspected by: Date:
Page 2 M. Mann 11/07/2008
| Commander's Response: ]

X-Numbers are obtained when necessary. Policy in HPM 11.1, Ch. 23 are followed.

| Inspector's Comments:

X-Numbers are obtained when necessary. Policy in HPM 11.1, Ch. 23 are followed.

Corrective Action Plan/Timeline

None required.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Coastal Chapter: Chapter 3
K]ng City X-Number
Inspected by: Date:

M. Mann 11/07/2008

Commander's Basis for Appeal:

Not applicable.

| Appeal Review/Decision: (This shall be the only level of appeal).

Not applicable.

Lead Inspecigg %

Date:

c58/’70p

Responding Commander’s Signature (for appeal):

Date:

CHP 8B0A (Rev. 09-08) OPI 010




‘ Page 10f4
STATE OF CALIFORNIA :
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Coastal Number:
COMMAND INSPECTION PROGRAM g'glgtg'g ggfe 08-009
INSPECTION CHECKLIST M. Mann #12109 12/30/2008
Chapter 3, Command Procurements Asalsted by: Date:
Contracts M. Finch #A14451 12/30/2008

INSTRUCTIONS: Answer individual items with "Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[T] Division Level

(] Executive Office Level

Command Level

[ Voluntary Self-Inspection

Lead Inspector’'s Signature:

Follow-up Required:

[]Yes

] Follow-up Inspection
No

Date: 12/30/2008

For applicable policy, refer to: HPM 11.1, Chapter 22.

1. Is a CHP 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of | I Yes | [(JNo | [J N/A | Remarks:
the estimated dollar value?

2. Isa CHP 78 Contract Request used for one-time Earmarice: [iassithan s Xt

: H S emarks: ess than, A-Number
services exceeding $4,999.99? Yes | (No |[[JNA woud be raquested for one Hme
sarvice.

3. Is the Office of Primary Interest (OPI) tracking .
numbering beginning with the requesting command | [ Yes | XINo | [J N/A | Remarks: Justa“C"is used by OPI.
three-digit location code used, followed by “CP” for
contract pavable listed on the CHP 787

4. Is the performance of contract services monitored Remarks: Invoi 4 dates of

emarks. Invoices and dates o
and documented? @ Yes D No D N/A services are kept in contract file(s).

5. Are all copies of correspondence with the vendor
maintained? Yes | [JNo |[JN/A | Remarks:

6. Are letters for contracts documented and maintained Rermarca: itealfaen® hod
which outline any problems related to substandard emarks: Area hasn't had any.
non-pen‘ormancg gf the vendor? rdor [ ves § LINo I ia £ nieEpondancs wouldibelkepien

! file.

7. s the final product to be delivered described
specifically and in as much detail as possible in the Yes | [JNo | [JN/A | Remarks:
CHP 787

8. Are all required levels of approvalisignature obtained,
including the required documentation and approvals Yes | [JNo | [JN/A | Remarks: Noemergency requests

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A?

have been submitted.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 2 0f4

9. Are requests for confract services less than six

months from the anticipated start date of the contract | [JYes | [ No N/A | Remarks: None requested.
pre-approved by Assistant Commissioner, Staff, for
expedited processing?
10. Is all work completed and accepted by the
Department before expiration of contract agreement? | X Yes | [JNo | [JN/A | Remarks:
11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the Yes | (ONo |[JN/A | Remarks:
manner specified in the contract (e.g., review
progress reports and interim products)?
12, Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to Yes | (ONo | [JN/A | Remarks:
prevent penalties being assessed?
13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered [(JYes | CINo | [XIN/A | Remarks: Handied by CMU.
as required by contract?
14. Does the requestor verify the contractor has fulfilled ‘
all requirements of the contract before approving the Yes | [JNo |[JN/A | Remarks:
final invoice?
15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management XYes | [ONo |[JN/A | Remarks:
Section for payment?
16. Are all applicable form sections of the CHP 78
completed? Yes | [JNo |[IN/A | Remarks:
17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear (JYes | [JNo N/A | Remarks: None requested.
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?
18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of Cdyes | X No | [ONA ﬁigj;ﬁs;nﬁg rﬁ:gitm‘ﬂgygf:em il
Interest Statement, Employee, form? complete & CHP 785 o
applicable. Generally, contracts are
not awarded at Area leval.
19. Are problems concerning the contractor’s _
performance fully documented in writing and madea | [(JYes | [JNo N/A | Remarks: No problems Identified.

part of the contract manager’s contract file?

Will be made part of flle if applicable.
Contractors have been responsive to
concems/requests made via call.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 30f 4

20, Are contract amendment request dollar amounts

increased more than 30%7? (JYes | [INo N/A | Remarks: Has not occurred.
21. Is the length of the contract amendment request )
more than one year? (JYes | [JNo N/A | Remarks: Has ”_°t occurred.
22. Are amendments requested before the expiration of i
the original contract? [DYes | [ONo N/A. ]| |Remarke: ‘Hasnat ocoured.
23. Is a service contract on a CHP 78, Contract Request _
initiated for any commercial meeting/conference (Oyes | ONo | [XIN/A 5;2?;2‘:& Q?iu?&t a%ﬁgg?g}nm?ng
room rental which is expected to exceed $4,999.99 in Clty.
total cost?
24. Do conference room rental costs exceeding the $500 _
per day limit have pre-approval from Assistant (JYes | [ONo N/A Sgg\‘lzr ks: Has not occurred. See
Commissioner, Staff? ’
25. Are California Department of Justice (DOJ) and .
Federal Bureau of Investigation (FBI) fingerprint Yes | [ONo | [JN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:
(1) Avionics Maintenance and Repair
(2) Hellcopter Maintenance and Repair
(3) Instructor Services (on-site)
(4) Janitorial Services
(5) Consulting Services
26. Is a driver license check conducted for, but not _
limited to, all of the following types of agreements, if Yes | [JNo | [JN/A | Remarks:

the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alamm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Dlesel Generator Maintenance and Repalr

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Malntenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

CHP 680F (Rev. 08-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27. Are all driver license and fingerprint information

Remarks: Unknown at this time if this

forwarded to Contract Services Unit (CSU), along DI Yes | [INo |CIN/A | Fomers o Required per policy In
with the contract number for retention after HPM 11.1, Chapter 22, Page 22-10.
Commander review?

28. |s CSU advised by the command to determine if i ,
adverse information discovered is grounds for XYes | [ONo [[JN/A E:Sm:égﬁ'rréé“kg‘;"c‘l’zlf‘etéhgzrtm‘?igy‘:‘f
canceling the confract (i.e., adverse driver license HPM 11.1, Chapter 22, Page 22-10.
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29, Are all invoices, records, and relevant documentation ) .
maintained for three vears after the final paymentof | K Yes | [JNo | [JN/A :;gf;ﬁst'omte"tw“ GHllISSS
the contract? '

30. Is alog sheet maintained for a diary of activities Remarks: Lo sheats will b

emarks: Log sheets will be
related to the contract? [1Yes XINo D N/A incorporated into each contract file
when applicable at Area.

31. Is a computer file prepared for all contracts Remarks: Compuiter fle(s) will nesd

.t "% emarks. e(s) will nee
administered? D Yes XJ No D N/A to be created when applicable at
Area.
32. Is a spreadsheet prepared listing all expenditures? Remarks: Spreadsheet(s) il need
emarks: opreaas S) Wilt nee
D Yes x No D N/A to be created when applicable at
Area.

33. Is the notification to the contractor documented for )
the start date for services to begin? [(OYes | [ONo | X N/A | Remarks: Handled by CMU.

34. Is the contractor contacted to determine if all invoices '
have been received in order to oversee the Yes | CINo N/A | Remarks: Handled by CMU.
completion of the contract?

35. Do consultant services contracts of $1,000 or more '
contain detailed performance criteria and a schedule | (] Yes | (O No | XIN/A Efr:'s‘ilrt‘fg SA::;C‘;?S not seek
for performance? (SCM Val. I, Ch. 3, Section 3.02.1) . ‘

36. Does the contract file contain the-STD. 4 Contractor .

Evaluation form for consultant contracts? OYes | ONo N/A E:r:‘s‘ﬁ{t'fﬁé :éﬁci‘;es not seek
(SCM Vol. |, Ch. 3, Section 3.02.5) '

37. Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Yes | [JNo |[JN/A | Remarks:

38. Are the requirements for Government Code Section T ¢ seek
19130 (a) or (b) documented and justified for OYes | (ONo | [IN/A | Remarks: Area does not see
personal service contracts? (GC 19130 & SCM Vol. |, 233_2_ Al service conirsata o cut
Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |, | (JYes | [ No N/A | Remarks: Approval to start work

Ch. 4, Section 4.09)

granted by CMU.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT-

Command: Divislon: Coastal Chapter: Chapter 3
King City Contracts
Inspected by: Date:

M. Mann 11/07/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter

number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide

improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

(] Division Level [X] Command Level

(] Executive Office Level

[] Corrective Action Plan Included
(] Appeal Included
] Attachments Included

Follow-up Required: Forward to:

] Yes X No

Due Date:

Commander’s_Signature:
/% .

Date:

08-19-69

Inspector's Comments Regarding Innovative Practices:

None.

| Command Suggestions for Statewide Improvement:

None.

| Inspector's Findings:

Contracts have generally not been awarded at the Area level.

service, X-Number is obtained.

CHP 680A (Rev. 08-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Page 2

Command: Division: Coastal Chapter: Chapter 3
King City Contracts
Inspected by: Date:

M. Mann 11/07/2008

| Commander's Response:

Area has not awarded any contracts. No problems have been identified with this command function.
Area monitors current awarded contract expenditures. Copies of current contracts are kept on file.

[ Inspector's Comments:

Area has not awarded any contracts. No problems have been identified with this command function.
Area monitors current awarded contract expenditures. Copies of current contracts are kept on file.

Corrective Action Plan/Timeline

None required.’
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

Command:

King City

Division; Coastal

Chapter: Chapter 3
Contracts

Inspected by:

M. Mann

Date:

11/07/2008

A pealss e b el leatvithi el lbusines sidaystonthelcomplete

Commander's Basis for Appeal:

Not applicable.

| Appeal Review/Decision: (This shall be the only level of appeal).

Not applicable.

Lead Inspector'seSign 5 Date:
. zu " ‘, ’ 0 ’
Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OP1010




Command: Division: Number:
TE OF CALIFORNIA
SEIP;ARTMENT OF CALIFORNIA HIGHWAY PATROL -Ere'l“pt'e:‘;“ (740) | Coastal s
valuate Y. ate:
COMMAND INSPECTION PROGRAM Sergeant D. Hart 14-19-08
INSPECT'ON CHECKLIST Assisted by: Date:
N/A

Chapter 3, Command Procurements

Page 10f3

Purchases

INSTRUCTIONS: Answer individual items with "Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[T] Division Level

X] Command Level

[] Executive Office Level [ Voluntary Self-Inspection

Lead Ingpector’s Signature:

C b 7~

B

Follow-up Required:

[ ] Yes No [] Follow-up Inspection

¥

Commander's Signature:

£

ate:

; ___/ 12/3+/0}

For applicable policy, refer to: HPM 11.2, Chapter 7

o

Are participants in the procurement process at the

1.
command level familiar with the related policies and X vYes | [JNo | [JN/A | Remarks:
procedures for purchasing?

2. Have Approvers/reviewers of purchases received
procurement training? X VYes | [JNo | [JN/A | Remarks:

3. Are prohibited items procured on CHP 43, Purchases
Requisitions? ClYes | XINo | [JN/A | Remarks:

e Supplies for personally — owned equipment
o  Commodities for personal use

e Confirming order

e Purchases via the internet

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from X Yes | [JNo | [JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?

5. Is all required information entered on the CHP 43, Ee;na;ksé 5 .

icition? efer to Exceptions Document for
Purchase Requisition” [Oyes | XINo |[IN/A inspection findings,

6. Are the CHP 43, Purchase Requisitions, numbered Remarks: Per Area OSS!
consecutively, starting anew at the beginning of each Yes | [JNo | [JN/A | R#740PR7001 received a 07/08
fiscal year (July 1)? fiscal year number instead of a

06/07 number because H.Q.
delayed the processing.

7. Are expedited requests for the purchase of goods )
forwarded to the Assistant Commissioner, Staff, for | [JYes | [JNo | [X] N/A | Remarks: None on file.

approval?

:HP 680C (Rev, 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page 20f3

8.

Do specialized items purchased contain the
appropriate Division, and/or OPI approvals?

X Yes

] No

L1 N/A

Remarks:
Refer to Exceptions Document for
inspection findings.

Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

I No

] N/A

Remarks:

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

Yes

[INo

LIN/A

Remarks:

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[ Yes

X No

CIN/A

Remarks: Refer to exceptions
document.

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[] Yes

[JNo

X N/A

Remarks: None on file.

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

[] Yes

[ No

DX N/A

Remarks: None on file.

14.

Are items checked immediately for content and
damage when delivered?

Yes

[ No

LI N/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

X Yes

] No

LI N/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

X Yes

] No

L1 N/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[ No

L1 N/A

Remarks:

18.

Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[ No

LI N/A

Remarks;

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver

before being accepted?

Yes

[J No

CIN/A

Remarks:
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Page 3of3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases
20. Is Purchasing Services Unit (PSU) notified .
immediately by telephone, followed in writing either Yes | [JNo |[JN/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?
21. Are open purchase orders periodically reviewed and _
investigated to ensure the orders are not opened for Yes | [JNo | [JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)
22. Are copies of the purchase requisitions and purchase _
orders maintained for three years after payment? Yes | [ONo |[JN/A | Remarks:
(SCM Vol. I, Ch. 11, Topic 4)
23. Are decisions documented to create a paper trail
documenting the basis of the decisions made for the Yes | [JNo |[JN/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)
24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the [JYes | XINo | [JN/A | Remarks:

Department's delegated purchase authority limits?
{Public Contracts Code Section 10329)

‘HP 680C (Rev. 09-08) OP1 010




STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL . __ _
COMMAND INSPECTION PROGRAM g‘;y;;gion oeer Number:
INSPECTION CHECKLIST Evaluated by o
Chapter 3, Command Procurements Sergeant D. Hart 12-1-2008
Cal-Card Program As/s;ted by: Date:

N

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Signature:

(] Division Level X Command Level /
[] Executive Office Level [] Voluntary Self-Inspection (/Z\__ /,7L7L (@
- /"'/f——"
Follow-up Required: (] Follow-up Inspection

[]Yes X No

Commander's Signature. Date:
% 7273,7¢F
|

For applicable policy, refer to: HPM 11.2, Chapter 3

1.

Are all employees associated with the use of the Cal-

Remarks:

Card program completing the CHP 78S, Conflict of ] Yes X No |[JN/A Refer to Excentions Document

Interest Statement, Employee, form? P '
2. Are STD. 21 Drug Free Workplace certifications R ¢

a 0 .y " emarks:

;naaclﬂtsénnzdo\rlvgtrilliirz]égi Cal Card command file for [J Yes X No | INA Refer to Exceptions Document.
3. Are STD. 204 Payee Data Record forms maintained Bemark

. . emarks:

miltir‘;z;al Card command file for each vendor [ Yes X No |[JNA Refer to Exceptions Document.
4. Are California Integrated Waste Management Board

Form 74 documents maintained for each vendor Yes | [ONo | [JN/A | Remarks:

utilized?
5. If the vendor is a small business or DVBE is utilized, R .

is the certification letter from the Department of [JYes | XINo | [JN/A | Semarks: ,

General Services maintained in the file? Refer to Exceptions Document.
6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly JYes | [JNo | XIN/A | Remarks:

justified?
7. Are purchases split into multiple transactions in order

to circumvent transaction purchase limits? (IYes | XINo | [JN/A | Remarks:
8. Does the CHP 317 Cal Card Log fully describe the

purchase? D Yes | [INo |[JN/A | Remarks:
9. Are bank statements reconciled with the CHP 317

Cal Card Log and the receipts/invoices? B Yes | [INo | [JN/A | Remarks:

CHP 880D (Rev. 09-08) OPI 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 20of2

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? Yes | [JNo |[JN/A | Remarks:
11. Are credit invoices/receipts for returned items .
maintained with the bank statement? XK Yes | [ONo |[JN/A | Remarks:
12. Do non-itemized purchase receipts/invoices _
document the purchase by listing the commodity, K Yes | [JNo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? .
Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the _
commander? Yes | [JNo |[JN/A | Remarks:
15. Have all cardholders received training on the
Department's procurement processes? K Yes | [ONo |[JN/A | Remarks:
16. Are item(s) purchased with the Cal Card prohibited Remarks: Two items ($114.50
by departmental policy? [JYes | XINo | [JN/A | of bottled water and $54.24 in

ice) were purchased with an
Area Cal-Card. These items
were purchased for officers
for use at the California Mid-
State Fair booth during the
summer. Perthe Area
Commander, approval to use
the Cal-Card to purchase
these items was received by
Dornetta Williams, H.Q. Cal-
Card Coordinator.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
COMMAND INSPECTION PROGRAM 'Erelmpgegon Coastal —

valuate y. :
INSPECTION CHECKLIST Sergeant D. Hart 11.28-2008
Chapter 3, Command Procurements Assistad by: ST
X-Number Program N/A

Page 10f2

INSTRUCTIONS: Answer individual items with “Yes” or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next ievel of command,
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up tnspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION
[] Division Level X Command Level

[J Executive Office Level

[] Voluntary Self-Inspection

Lead Inspector’s Signature:

24

Follow-up Required: [ Follow-up Inspection

[]Yes No

Commander's Sign ; == )| Dae.
= el ol

For applicable policy, refer to: HPM 11.1, Chapter 23

[

1. Are multiple X Numbers awarded to the same vendor
to circumvent the $4,999 contract limit? [JYes | ®No |[JN/A | Remarks:

2. Does all X Number file documentation contain the R .

v ermarks:
STD. 204 Payee Data Record? [ Yes No | LJN/A | pema Exceptions Document,

3. Do X Numbers requiring a contract (i.e., janitorial or _
landscaping) have prior approval from the Business | [] Yes | [JNo | [ N/A | Remarks:
Services Section commander?

4. Are X Number requests made prior to the date the
services are performed? Yes | [JNo | [JN/A | Remarks:

5. Are X Numbers issued for a one-time use?

& Yes D No D N/A Remarks:

6. Are prohibited services performed using an X
Number? CYes | XNo |[JNA | Remarks:

7. Are X Numbers used for the procurement of a
service and not the purchase of a commodity? Yes | [JNo | [JN/A | Remarks:

8. Are X Numbers issued for telecommunications
related services pre-approved by [JYes | [JNo N/A semarksf“ .
Telecommunications Section? one on te.

9. Do X Numbers used for facilities related services Eemsrks.f: Tlt)e files .conte})]i.nl:wo X-
(such as roof repair, electrical) costing over $1,000 [(OYes | [ONo [ [ N/a | Number facility repairs which cost in
have prior approval from Facilities Section? o s 'e(’rﬂ%f’g%n?fivﬁe:;ﬁrzmh

(septic system & water line damage).

10. Do X Numbers issued for lapsed contractual

agreements have prior approval by the appropriate OYes | [ONo |[XIN/A | Remarks:

Assistant Commissioner?
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STATE CF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

11. Do all X Numbers awarded to a non-small business

vendor contain three price quotations? X Yes | [ONo | [JN/A | Remarks:
12. Do all X Numbers awarded to a small business B .

vendor contain the small business certification from [DvYes | XX No [[JN/A | Remarks. .

the Department of General Services (DGS)? FiSiertoExcepions BOCtmEn.
13. Does the file documentation contain the STD. 21 3 3

- : emarks:

\l,DerrL:goFr;%e workplace certification for X Number CvYes | XINo |[[CINA Refor to Exceptions Document,
14. Do emergency service X Numbers document and .

justify the emergency? K Yes | [ONo |[JN/A | Remarks:
15. Is the itemized invoice for each X Number service ‘

maintained in the command's files? X vYes | [ONo | [JN/A | Remarks:
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STATE OF CALIFORNIA —
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Number:
CONMMAND INSPECTION PROGRAM ;fﬂil,e:fn Coastal —
INSPEC TTON CHECKLIST Sergeant D. Hart, #13580 12/7-10/08
Chapter 3, Command Procurements TeeRled By i
Contracts N/A

Page 10f4

INSTRUCTIONS: Answer individual items with "Yes"” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector's Sighature:

[C] Division Level Command Level @ .
] Executive Office Level [] Voluntary Self-Inspection b= ODL
Follow-up Required: [] Follow-up Inspection | Commander's Signatuss; Date:
= 2 /1010t

[1Yes No

For applicable policy, refer to: HPM 11.1, Chapter 22

1. Is a CHP 78 Contract Request used to initiate all _
service contracts which are repetitive, regardless of | [ Yes | [JNo | [ N/A | Remarks:
the estimated dollar value?

2. Is a CHP 78 Contract Request used for one-time
services exceeding $4,999.997 Xl Yes | [ONo | [JN/A | Remarks:

3. Is the Office of Primary Interest (OP}) tracking
numbering beginning with the requesting command [ Yes No | [JN/A | Remarks:
three-digit location code used, followed by "CP" for Refer to Exceptions Document.
contract payable listed on the CHP 78?

4. s the performance of contract services monitored
and documented? X Yes | [JNo |[JN/A | Remarks:

5. Are all copies of correspondence with the vendor
maintained? Yes | [ONo | [JN/A | Remarks:

6. Are letters for contracts documented and maintained
which outline any problems related to substandard or | X Yes | [JNo | []J N/A | Remarks:
non-performance of the vendor?

7. Is the final product to be delivered described
specifically and in as much detail as possible in the KYes | [ONo |[JN/A | Remarks:
CHP 787

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals | [ Yes | [JNo | [J N/A | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20f4

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

(] Yes

(J No

N/A

Remarks: None on file.

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[ No

LI N/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

] No

CIN/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[J No

[IN/A

Remarks:

13.

Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[J No

LI N/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice?

X Yes

[ No

LI N/A

Remarks:

15.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

Yes

] No

LI N/A

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

[] Yes

X No

LI N/A

Remarks: Refer to Exceptions
Document.

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

X Yes

[ No

CIN/A

Remarks:

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

] Yes

X No

LIN/A

Remarks:
Refer to Exceptions Document.

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

Yes

[J No

I N/A

Remarks:
Janitorial Contract Files contain such

documents.

20.

Are contract amendment request dollar amounts
increased more than 30%?

[ Yes

[ No

X N/A

Remarks:
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3of4

21. Is the length of the contract amendment request
more than one year?

[J Yes

I No

Xl N/A

Remarks:

22. Are amendments requested before the expiration of

the original contract?

[ Yes

[J No

N/A

Remarks:

23. s a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[ Yes

[ No

N/A

Remarks:
None on file.

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

(] Yes

I No

N/A

Remarks:
None on file.

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(8) Consulting Services

[] Yes

X] No

L N/A

Remarks:

Refer to Exceptions Document.

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet instaliation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

] Yes

X No

L N/A

Remarks:

Refer to Exceptions Document.
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STATE OF CALIFORNIA
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 0f4

27. Are all driver license and fingerprint information Samar
forwarded to Contract Services Unit (CSU), along (JYes | XINo | [JN/A | Remarks.
\C,)Vith the c:é)ntract. nugwber for retention after Refer to Exceptions Document.
ommander review?
28. Is CSU advised by the command to determine if ,
adverse information discovered is grounds for [JYes | X No |[JN/A | Remarks:
canceling the contract (i.e., adverse driver license Refer to Exceptions Document.
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?
29. Are all invoices, records, and relevant documentation .
maintained for three years after the final paymentof | XYes | [JNo | []N/A | Remarks:
the contract?
30. Is a log sheet maintained for a diary of activities _ .y
related to the contract? Yes | [JNo |[C]N/A | Remarks: HVAC Service.
31. Is a computer file prepared for all contracts .
administered? [dYes | XINo | [IN/A | Remarks:
32. Is a spreadsheet prepared listing all expenditures? .
D Yes D No N/A Remarks:
33. Is the notification to the contractor documented for '
the start date for services to begin? Yes | [JNo | []N/A | Remarks:
34. Is the contractor contacted to determine if all invoices ‘
have been received in order to oversee the X Yes | [ONo |[]N/A | Remarks:
completion of the contract?
35. Do consultant services contracts of $1,000 or more . ,
contain detailed performance criteria and a schedule | []Yes | [ No W § ESmarksrens ons,
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)
36. Does the contract file contain the STD. 4 Contractor ,
Evaluation form for consultant contracts? OYes | [INo N/A | Remarks:
(SCM Vol. |, Ch. 3, Section 3.02.5)
37. Does Contract work only begin after approval of the _
final contract? (SCM Vol. 1, Ch. 4, Section 4.09) [OYes | [ONo |[X N/A | Remarks:
38. Are the requirements for Government Code Section '
19130 (a) or (b) documented and justified for [JYes | [INo N/A | Remarks:
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)
39. Are any contract payments made prior to the final .
approval and execution of the contract? (SCM Vol. I, | [JYes | X No | [JN/A | Remarks:

Ch. 4, Section 4.09)
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STATE OF CALIFbRNlA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATRCL Templeton Coastal 3 Procurements
COMMAND INSPECTION PROGRAM Inspected by: Date:

Sergeant Dan Hart, #13580 12-1-2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION X Corrective Action Plan Included
(] Division Level [X] Command Level [J Appeal Included
(] Executive Office Level [] Attachments Included
N Forward to: Commander's Signature; Date:
Follow-up Required: Coastal Division
[] Yes X No 127370 ¢

Due Date:

Shapterinspectiont: il ey Sl o

nspector's Comments Regarding Innovative Practices:

T'he inspection did not reveal innovative practices developed by the command for procedures involving
yrocurements.

~ommand Suggestions for Statewide Improvement:

-ommand personnel did not provide suggestions to improve policies and procedures involving the
Jepartment’s procurement process.

1spector’s Findings:

;OMMAND CAL-CARD PROGRAM
he scope of the inspection was based on the previous 12 consecutive months Cal-Card purchases.
‘he inspection revealed the following:

1spection Checklist, ltem #1: Two Area employees are issued Cal-Cards. However, neither employee
ras aware of policy concerning the completion of the CHP 78S (Conflict of Interest Statement).

ispection Checklist, Items #2, #3 and #5: A small percentage of the following forms could not be
icated for on file vendors: STD. 204 (Payee Data Record), Small Business Certification, Department of
ieneral Services STD. 21 (Drug Free Workplace Certification) and Disabled Veteran Certification.
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STATE OF CALIFORNIA Command: Division: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL : Eieh Coastal #3
COMMAND INSPECTION PROGRAM Templeto s
EXCEPTIONS DOCUMENT Sgt. D. Hart 12-1-2008
PAGE 2

Inspector’s Findings Continued:

COMMAND PURCHASES
The scope of the inspection was based on the previous 12 consecutive months of Purchase

Requisitions (CHP 43). A total of 21 procurements in this time period were inspected which revealed the
following:

Inspection Checklist, ltem #5:
The State contract number and/or contract item number are not entered on all CHP 43s involving State

contract purchases.

Inspection Checklist, jtem #8:
The items contained in Requisition #740PR7026 were purchased with Federal grant funds (Office of

Traffic Safety Grant #PT0826). Per Area, the Grants Management Unit (OPI) approved the requisition.
However, the file does not contain documentation regarding OP| approval. It is recommended the
Command update the file documents to support OPI approval was obtained prior to the CHP 43 being

processed by Business Services Section.

Inspection Checklist, ltem #11:
Some requisitions contained reference to brand or trade names or other specifications (effect of limiting

bidding to one brand or trade name) but the CHP 43s did not address required limited bidding factors (HPM
10-3, Chapter 7).

COMMAND X NUMBER PROGRAM

The scope of the inspection was based on the previous 12 consecutive months of CHP 78X Number
Service Orders. The inspection revealed the following:

Inspection Checklist, ltems #2, #12 and #13:
Certain vendor files did not contain a STD. 204 (Payee Data Record), Small Business Certification form

or a STD. 21 (Drug Free Workplace Certification) for X Number Service Orders.

Other Finding:
The inspection determined file documentation for CHP 78X #X07-740-236 appears to have a duplicate

nvoice approved for payment. Policy requires commands that suspect duplicate invoices to document
he invoice as “POSSIBLE DUPLICATE,” and route to Fiscal Management Section (FMS) to ensure

>ayment is necessary.

HP BB0A (Rev. 09-08) OP1 010



[S)EQ:CF\FE%%:ECI\’IA'II'_ I(';?E?‘\:_AI\FORNIA HIGHWAY PATROL Cemmand: ol Chapter:

‘ ' Templeton Coastal #3 '
COMMAND INSPECTION PROGRAM mspecgd By e
EXCEPTIONS DOCUMENT Sgt. D. Hart 12-1-08 ’
PAGE 3

Inspector’s Findings Continued:

COMMAND SERVICE CONTRACTS/ LETTERS OF AGREEMENT

inspection Checklist, Items #3 and #16:
A contract (CHP 78) between the Department and San Luis Obispo County, dated August 2006, did not

contain the Office of Primary Interest (OPI) contract tracking number.

Inspection Checklist, Item #18:
Area personnel involved in contracts are not familiar with or completing the CHP 78S (Conflict of

Interest) Form as required by policy.

Inspection Checklist, ltem #25:
Federal Bureau of Information (FBI) fingerprint checks have not been conducted for all new employees

associated with the Area’s janitorial services contract.

Inspection Checklist, ltem #27:
Area Special Duty personnel have conducted driver license checks for on site contractors. However, the

driver license information has not been forwarded to Contract Services Unit for retention in the contract
file.

Inspection Checklist, ltem #28:
In the past, a driver license check on a janitorial service employee returned with adverse information
(warrant for arrest). However, CSU was not advised to determine whether this information was grounds

for canceling the contract.

Commander’s Response:

The Templeton Area has reviewed the results of the inspection and concurs with the findings. Changes
have been implemented to correct the noted discrepancies.

nspector's Comments:

\None.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
PAGE 4

Required Action: T i

Corrective Action Plan/Timeline

The Templeton Area Commander will ensure the following required actions and/or operational changes
are completed:

COMMAND CAL-CARD PROGRAM

Inspection Checklist, items #1: This issue has been corrected by ensuring Area employees issued Cal-
Cards are familiar with policy concerning the completion requirements of the CHP 78S (Conflict of

Interest Statement).

Inspection Checklist, items #2, #3 and #5: The Templeton Area has corrected this issue by obtaining
and maintaining a master file of the required documents. Additionally, copies will be attached to
invoices of new vendors.

COMMAND PURCHASES

'nspection Checklist, [tem #5:
The accurate completion of contract forms will be addressed with Area personnel responsible for the
‘eview and approval of CHP 43 Forms. Personnel will ensure the State contract number and/or contract

tem number is entered on requisitions.

nspection Checklist, Item #8:
lempleton Area will update the file for requisition #740PR7026 to ensure it reflects OPI approval was

»btained for the Federal Grant item purchase.

nspection Checklist, Item #11:

equisitions containing reference to brand or trade names or other specifications will be appropriately
locumented as required in HPM 10-3, Chapter 7. Personnel recently attended procurement training
\ind received instruction regarding the limited bidding and required documentation.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
PAGE 5

‘Required/ACtion: it st e

Corrective Action Plan/Timeline Continued

COMMAND X NUMBER PROGRAM

Inspection Checklist, ltems #2, #12 and #13:
The Templeton Area has added a master file containing STD. 204 (Payee Data Record), Small Business
Certification form and the Department of General Services STD. 21 (Drug Free Workplace Certification).

Other Findina:
The inspection determined file documentation for CHP 78X #X07-740-236 appears to have a duplicate

invoice approved for payment. Accordingly, Templeton Area has contacted FMS to ensure the invoice
in guestion was not paid twice.

COMMAND SERVICE CONTRACTS/ LETTERS OF AGREEMENT

Inspection Checklist, ltems #3 and #16:
The accurate completion of contract forms will be addressed with personnel responsible for the
completion of the CHP 78. Personnel will ensure the contract tracking number is documented.

Inspection Checklist, Item #18:

Area personnel were provided with policy concerning the completion of the CHP 78S (Conflict of Interest
=mployee) Forms. Also, personnel responsible for the review and approval of contract forms will ensure
‘hese forms are attached to contract service requests.

nspection Checklist, Iltem #25, 27 and 28:

l'he Templeton Area Standard Operating Procedure will be updated to include policy and procedures
soncerning Federal Bureau of Information (FBI) fingerprint checks and driver license checks.

\ppeal 3’-P‘IO’CES.'S'}:"'-"-L'-'rlqio,ﬁéa!§ﬁ's"a"'r'é"ﬂ-:ﬁé.f’fiféd-Ei#!fh?ﬁ;ffi’ﬁe;-'(S):‘b':}'si}ress-.dajfs'.;f'ﬁf:'rhé'.Ebfup!étééﬁbﬁép‘tef?hsﬁé'&ﬁoﬁ) RN e

>ommander’s Basis for Appeal:
VA

\ppeal Review/Decision: (This shall be the only level of appeal).
VA

2ad Inspe nature: ] e:
dl pcli)g /7 :L ,{ ‘Dat/zf/[/-fc?g/

espondin We (for appeal): Date:
e /4
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Page 1643

STATZOF CAUFORHIA TOMAT0, Lealgion: MUnCen
P b
S1o=745 Coagtal (
Cale:

DEPARTIASNT 2F CAUFORMIA HICHANAY PATADL e
COMMAND INSPECTION PROGRAN | S0 ,

INSPECTION CHECKLIST | Capt, W. B, Vail ~L1/08/08.
Chapter 3, Command Prosurenients 0297 Tina Weller 11/08/08

Purchoges

(HSTRUCTIONS: Answer indliduat tems vifh Yis® o "No" answrers, or 7 1n (he bianks as Indizated, Any discrepantlns with potay,
applinable fagal sialves, or defictencies noted In dhe fnspections thal be commented on via fhe "Remarks” secton. Addibamally, such
diseropancies antfor deficienniag shall k= dpoumented on aq Excepiions Oneument and addrensed to the mext level of command.
Furthasmore, the Exceptfons Document 28 inciude any feliomup andlor eorrerfive aslion(s) taken. If this-form |5 uset 05  Follow-up
Insnecton, flre “Follow-up Inspection’ bt shll be rearked and only debiclent llesis need lo b re-insrected,

Yl SEELTILNY Lgad Inspeciora lgnature!

[[] Riwision Leaal (7] Cemmpnd Leved

[x] Volustery Seif-inspaction

[ Executive Cfften Level
TATIE,

/ / z'// 4

Follovr-ip Reguired:
[Jvas [k [ #aliowru Inapection /

/
For applicable policy, rafer to: HPM 11.2, Chapler 7

4. Are paniciparts In the pracuremeni process 4t {he.
commnnd Jevel Samifiarith the vminted policies and | [F vee [ [JNo | [J N [REI9%E - A npd on
25 for purchasing?
propegures for purchasing See Attached

2. blpve gpproversirevieners of purchases recalved .
propuremant fraining? L Yes Clue | O, | Remats:

3. fre prahibdted Hems prostred on GHP 43, Purchieses .
Clves | GIto | T mm | Remake

Regquisitions?

+  Bupplies for pargnnally — owres sauipneRt
+  Unmmnedities for personal 1se.

¢ Clonfirming order

o Puichases viz the inlemet

4, Am appprafe GHP 43s, Purchase Requisifions,
preparss For commondity flenys abfainable frerm [ ves | CINo | [ ree Remars:
ditferant swppliers o fram difierent sistamicle

commadity confracis?

is efl yequired information: entered en the CHP 43,
Purchase Reguisifion? Bl ves | Clnp | CJara | FRmarke:

6, are e GHF 43, Purchase Requisiions. numbeyed
nonsaoulively, starling anaw atdha beginning of wach | [ Yes

fisonl year (July 1)7

Otao | [ taa, | Remare:

e e
7. dre expedited requesis forihe purchase of goods
forwarded {o {he Ascislent Gomrissioner, Staff, for | [Yes | [The | [JNWA Resnarma:

approval? 1
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STATE OF CAUMIRND.
DERARTNENT GF RALFORMIS HIGHIVAY PATROL

COMMAND INGPECTION PROGRAM
IHSPECTION CHECKLIST

Chapier 3, Command Procurements

Purchagas

Page 203

8.

Da speclFlizet ifems purchosed sonfain the
appropriate Divialon, andfar OP| approvals?

[ ves

) Na

EI NifA

Rerake

A the CHP 43, Parchanse Reguisilions,
compefilissely hid?

[ Yes

[ o

[T e

Remez; Action
See Attached

1D.

Deesdhe OHF 315, Price Dotriponsor Workshaet,
dacument al lerat bvo price quatations?

[ ves

() He:

[ N

pemare Action
See Attached

. Ara Limfted Compalitive Bidding purthase requests.

thal imit or restrlgs the: purshane fo one specifie
brand ar mndel justifies nnd i compliange with SAM

35557

] vas

TliNo

[ sy

Remaks

- &ra Limiled Competitive Bidding putdhase requests

Yor Itemis {hut ntsrface -wilk axlafiog deparbentsl
eguipment In compliance: with SAhd 3555.37

[ ves

[ o

(R M

Remarns:

§3.

Do Nem~Gompetifive Bit [MOB] purebinse raquests
sonfaln e NGB Justifioation grd NGB Carseclive
Axlion Plsn dosumants?

[ es

TN

(B nes

RRemarke:

=i
i

. Areitems Shecked immerliately Yor tontent anc

danyage whin delivered?

K] e

Ne.

] Mea

Renmae:.

(b3

95 the “necelved mopy” ul the purchase order
appravel, deted, whd fonsarded to the Frea!
Managemsnt Sestion (FMS5), Acoount Paysble Unfl,
vitthin three business deys of recsipd, it sl #2ms are

sapepled?

K ves

CJNo

[T s,

Remians:

. Arerispight wndfor pocking slips stfanhad: o the.

reesived copy of the purchase order and sent o

EME?

E]Yes

[Jno

[ NeA

Rnmarks:

" I8 FMIS providad a photocopy of $he purchese ordet

and Aoy dpproverd freight or preking slips as
acknoviedgament dhttl & portion of the orderlixs

beeh recelved?

] yas

CINo

[ miA

Remaks

18.

{s the ariginal "reosived capy” retained by the
commvoril fnr complation and forwerdiag 1o the FMS

I Ne

Jnra

Remamg

18,

when the complate shipment I8 nepejved?

Are Demaseddiems deflvered by comtion eamler
acknewlerfiped on the freight bill by the carrlor's driver

belere baing accepled?

[ Nb

el M

Remarke:

L

T BAS ghev £5.05) OV AN




STATE OF CEUIPORMIX
DERNRTWENT CF Cr4JFORM HIGHWAY RIFACL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procursments

Prurchoges

Page

3utl

21 15 Furchasing Servinos. Unit (PEU} nofified
immediataly by telephone, followed in wiiting gither
byra memorandum ar esnall, raquesling cancaltation
of he requisition or detetion of an itern, I itls

detarmined that 2 commonity requesied on a GHP 43

& no longes needed and & purchass order has nol
yat brer prepansd?

m Yes

[ Ha

O nea

Remans:

21, Ara open punchase orders perodioully myiewad and
inveafigaled o ensure the orders Are net.apened for
an unraasonable lergih of Bme. [SAN B422.5)

[ Yes

Ko

[ e

REMAME:

27, Are copies of he purchise requisiions and purchose

nrders msitainer for finse vears after paymant?
{5 Vel I, Gt 11, Topin)

Yas

(o

O] A

REmnE

23. dra dmpisions gocumenied fo crente & papar fral
docurhenting the hasls. of the dacistons made for the
purghase? (SGN Yokl Sh, 2, Topie 11)

Yes

O

[ he&

REMaKs:

[ 722 Bne purchase onders spiit o evade compeliive

biddling Peruisenyents or . ciroumivent the
Peparinyenl’s deleyated purshase aulhorty inits?
(Public Contracts God= Sapiion 10319),

[ Yes

[ Mo

[ i

RETms:

CHITGERY tRav. BOLELO05 Bl




Paga 10i2

STATECE CAUFORHIA
DEPARTMENT OF CAJFORNIVHIGHARY PRTROL — — ——
COMMAND [NSPECTION PROGRAM | “T0% pcead | .
INSPECTION CHECKLIST ECTEER - Dale:
Chepter 3, Command: Procurements Capt. W.E. Vail 11/17/08
Cal-Card Program ABSIGIRd Ty rale:

0SST Tina Wellelr 11/17/0B

INSTRUCTIONS: Answerindividuay lemswith Yes™ or "Mo" angwers, ¢ Ft in he Blanks as indieated. Any disrepaneles widh policy,
51

appieable laga) statuss, ar defelznsies

disgeapancies andior dalisiencies shal &2 tocunenteg-on an Exceptions
Firinemors, ihe Buseptions Dosument sallindiude any fofonup andfor correttive aclionts)
tnscection, ihe "Followup [rspestion” box shall be marked and ol

vy deficient [lems neetl o be re-

nuted in fhe imspecfions shaf bie cormmented-on vl the "Remacks” seelica. Additonaly, such
Document and addressed o s nexievel of command.

faken. Ifthis Jom Is usad asa Fallow-tp
inspagied,

e oo SR
|' TYRE @F INEPECTIRN {36 Incpectors Sionalure:
[ Division Lavel [ Gommand Levet
[l enesutiva Officd Levat [3 woluntary Bef-inspeclion /
] i / . ‘
Follow-up Required: Follow-up inspachors | PGt ””W by
Hyes [JNo . /}T/ /! J///,I’
N 72
For apiicrhlz polivy, rafet fa: HPM 11.2, Chapler 3 i

1. A all employaes assoslslad wilh the vee of he Calr )
Card progrm complefing fhe GHP 705, Conlietof | [ es | [Tho | [ huia | Remame
Inferact Statement Emploves, farm?

2, Are BT, 21 Drug Free Werkplace certifiealions. o ,
maifaines] withindhe Cal Cord command fle for [Jves | BNo |[Jua |Remame Action
auch vendeor utfiizad? See fttached

3, A&re B5TD. 204 Payse Dafe Reeord famis mbiriained A .

# the Cal Oard command fie for each wandar U7 ves | [(Rip | [ | Remams. 2C tion
utflized? See Attached

4, Ape Ceffornia lntegraled @asie MManagemen! Boaest .

Farm 74 documants maintaiped for sach vendor [Ives | [HNo |[Jne Remaks. Action
utilizen? See Atrtached

5, I thewendor i5 & small business or DVEE I8 ufilized, ,
is the pertifioation katter from: the Department of (Dyes | B0 [ CIWA Remates Action
enansl Seorviess maintaingt [ the file? See Attacheaed

8, When ek ond rensorable is iillzed, is the foir and
reasanable methad docunsertiad and propesdy [Jves | (o | 1N | Romaks
fusitified?

7. Are purchases split inio mulliple fransactions inorder
Yo ciroumyirt ransoclion purehass: Fmits? O Yes | [EINo | [Jmea | FRmAke

2. Doesfhe CHP 317 Cal Card Log &lly fescribe tha )
pUrshaes? ves | [JNo | O hua | Remanke

9. Are bank siatemenis reconoiled vith the CHF 317
Cal Gand Leg and {he reneipisiinvoioss? K] Yes | [Orio | [Jia | Fmas;

CHIB2RN ey DMDY Oy 810




GTHTE (F CEUIFDRNA
BRPARTHENT OF GALIFQRNI BIGHAAY PATROL

COMMAND INSPECTION PROGRAM
IMSPECTION CHECKLIST

Chapler 3, Commend Procuremerts

Cal-Card Rrogram

by dlaparimentz) poliey?

W0, Are credll involoesrecaipls for returned Hems ]
malntained wilk dhe back statensent? Bves | One [[JHA Resmamke:
1. Do non-ltemized purchass rectiptsfinveices i
dpcymen the purchase by lisfing tha eommedity, B ves | [0 | [JHA Resmaks;
ejuaniity, and anit price af the itam(s) purchased on
\fie bank sttement.
12, are Cat Qards maintained in a secure aran? '
& Ves | [JMo | [] ks | Remams
48_ Are Cal Rard purchuses pre-gpproved by ihe
commendar? Yes [ (JMo [ nea Remaks:
94, Mave sl carcioldars. racedyed tratning on the Acti
Daparimerd's provuremn! provansms? Mves | [Mo |[(Jna |Remoks ACTLON
See Attached
16. Ane item({s) purchesed with the Cal Sard profibited )
O Yes | RMo | [JAA | Remams

LRI 8Lk M. EY-B210M b




Payge 10f2
ST OF CALITORMIA _
DEPARTIASNT OF GOLFIRNIS KIGHNAY PATROL [TETH TS, unsL2r
DOMMAND INSPRCTION PROGRAM 'vmfﬂ{:n %-j 745| Coastal =
INSPECTION CHECKLIST gl s v &
{Chapier 3, Commantt Procursmerils ?ﬁ E W B, Vail ]D}@:/ 17/08
HNueser Progran 08ST Tina Weller 11/17/08

= sarmmr

sioakle egat statues, ordefitiencics. nbted in themspettlons

IMBTRECTIONS: Answer individual items with “Ves™ ar ‘No” #nesers, or [ in fhe blanks as indlesled. Any dsorepancieswith poikey,
thall be conmentad on vid he “Remarks™ secticn, Additionaly, st

Dorament and addresszd e the newt bews] of spmnand.

|
dnpsnrepencies atdlos deficiencizs shall ke: documerizd.on an Buseplions .
Curlherrnort, e Exorplon Dostiment s inchda any fofowaup andfor someciive avfion{s} iaken. ¥ s form is used as a Follov-p
thanection, the “Followup Inspection” & shall ba marked & oniy dofisient ilents neod firbe re-Insoscted.
TYRE OF INSPECTION Lead Inspesior's Slghalure: —
(7] Diviston Level [J command Lave!
[ Exeouiive Chife Lavel Volumtary Seif-nspecfion . /
: = 1y JerIER _ e .
Folov-p Required: [T Follour-upimspachion | Gemmga & oz C/ ale:
[AYes  [Mo / 7 /';, //(.)7
LA
For appficalle policy, rafer ks HPM 11,1, Clapter 23
5. Are multiple X Mumbers awarded to the same vendor N
1o circutnvent thie $4,8EQ contrant finif? []ves | [Bno | [ pim FRANERE
_ 2, Daes gl X Number il dosumentation conbain i CActi
STD. 204 Poyze Data Record? O ves | Mno | Cnw | Remiss ACL1OD
See Attached
3, Da X humiere rezuiring & oritract (e, fanitansl of
Iandsaaping) have prior spproved from the Susiness | R Yes | [JMo | [ Nk | Femala
Semices Section cammander?
d, Ara X Murnber sequests miade priat by-Alve date the
setvines arn perfornied? B ves | ONo [ | REMams:
8. Ara X Mumbers fssuad:for a anetime use?
[ Yes | [T | 7 by | Remnmks:
6. Are praotilfizd services. perormed using &n %
Wumber? [JVes | MNo | [N | Pemamks:
7. Are X Mumbers sised for he procuremeant of a
senvics and nof the purhase of a commodiy? R Yes | [Ino | [ | Remake:
8. Are X Numbers issted: for felecommunicstinns
relatad sarvices pre-ppproved by [ ves | [Iro | K] HA Remarks:
Telecommunicatinns Saction?
€, Bo & Numbers usad for facililies relsied sarvices
{such 3¢ roof repair, elecinicnt) costing over 51,000 | [ Yer | Cwe | [ s Rematke:
have prior appraval fram Facilities Section?
10, Eig X Wumbars jssuad $or lapse=d contramstu
apresments have priar spproval by the sppropriate | (] Yer [ Mo | [E) WA Remarks:
Aeslsiont Commlssinnar?

CHITAERE [Ibwy. O%-14] AT 010



BTATE CF CAUIPDRNIA
DEPARTIEMT GF HAUFORNIA HIGHAAY PATHOL

COMMAND INSPECTION PROGRAM
JINSPECTION CHECKLIST
Chester 3, Conymand Progurzmetits

Page 2002

X-Murmber Frogram
r 11, Ou 0%l X Members awamad o a non-2mall business ]
vand? sanlalr fhree price quoistions? @ ves | [JNe | WA ReminE:
12. Da Al X Nembara awarded by a sniall arsineos At
vandor cartaln he small business eerlifioation frem | [ Yes | KMo [ [ZINA Remamz: ACLion
Ye Drpartmert nf Genert! Bervices (DES)? See Attached
8. Does{i+r llie doctimentation: centain the ST0. 21 . Action
Drug Frree workpdnoe ozrtifiafion for X Muntber Ovex | Bna | O e, | Reows 1on
vendors? See Attached
W, Do emerpeney seving ¥ Mumbers dneument snd
jugiiny the emergirnny? @ ven | CINe | [ tara | Remams:
5. Is the Hemizad: involce dor earh X Muraber seivioe ,
Pl vas | [CINe | [T mes, | Remie

matniained It the commare!'s files?

CHIFQIOH (e, T et 11D




Fage 1af4

STAEE OF CALFORMI _
PERARIMEMT OF CALIFORNI HIZHARY PATROL commant, EATGIon e,
81,0-745 | Coasgtal

DOMMAND INSPECTION PROGRAM e —

INSPECTION CHECKLIST Ca P{.'- W.E. Vail 1 1 /19/08

Chepter 3, Conmmend Praciiremarts RRAEATY. o

Consfracts 0881 Tina Weller |11/19/08
ite bianks as indicated, ey discrepanaien il paliey,

INATRIZCTIONS: Answarintividual llems wih fes® ce *No™ answers, or il in 36 indi
apelleable bagad sSalues, pr defigiencies noled in fhe inspections shall be commentad-on via fhe “Remarks™ section, Aduitionafly, such
dlscrepandles andfor defislencss shall be dovmenled on an Exceptons Dovirment and adressed ba the next level of contmand.
Fuihannore, the Exeeplions Dboument s invide any fotlwsup andlor sorreclive aciionfs) taken, I s form is used a5 3 Follos-ip
hrsgeation, she "Followlip Inspesiion bes shall be rrarked and only defistent ftems need 10 b2 re-Inzpected.

[ TYPE OF MGRECTION

[C] Diuistots Leaval

Ledd Inepesior's SIpniere:

[} Gornmand l.ave

[3} votuntaty Selfinspeclion

[] Execulive Office Laval

Fallovup Reguirad:
Yos [:] 1ol ]
-

Fur applicable policy, refertec HPH 11,1, Chapter 22

iter

/{A/// / il

L Follow-up Inspestion

4 5.9 CHP 78 Daniraet Regquest uged: tosinitiate oY )
service contrects whieh are repalitive, regardiess of Yas | [dro | ] hea, | Remake:

the wetimpted dafiar value?

2, |52 CHP 78 Contract Regueast used for ane-lime ]
servioas gyceading §4,009.987 Yes | Mo | [Ny | Remams

3, s the Qfffes ofPrmary Interest {OPI) fracking )
] Yes [ [N NI | Remaske:

nunbaring beginning with the reguesiing commansd
Shree-digitlucation ode usnd, ollowed by "2H" for

gontrany gayble listed on the CHP 787

4. 15 the periormance of eantract serviges nyonitored .
and documented? [ Yes | CJio | ) NA Remarke:

5, An2 all sopdes of comspondence with the vendor :
mintainet? [ Yes | e | [ NA Rema:

6. Arelefters for conrasts decuntentad and maintained: .
wehich ouline any peoblenss relafed to sutaiandard pr | ] Yes | []Wo Nip | PEDBEE

Ann-performance of the vendat?

7. & the fingl produeito-he deliverad deserbed
specifionlly andl in. as much daled as possibleinthe | [ ves [ CJio | KJNA Ramafks:

CHP 787

&  4re all required tevels of aporovalisignaiure oblained,
including the required dooumentasion ené approvals | [K] Yes | )Mo

for expedite and emergenny ronliasls per HEM 11,1,
Chapiar 22, baiore forwanding the CHP 78 or CHIF
7847

D NiA Remame:

CHIRLNSE (L1 Q1105




STATE OF CALIFORNIA
DERARTIENT C# CALIFORNIA HIGHAR K PAEROL

COMMAND INSPECTION FROGRAM
INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page

2 0f 4

8,

Ana reqests for cermiract serviess less fhnn six
manthe from the wrficipated start date of the sontract
presayfoved by dzsistant Comnussioner, Biaff, for

expeditad processing?

Cles

[l o

R i,

Remarks:

0.

15 all work eanipleted and aeceptad by the
Dapartment befors expiration of controct Bgreement?

Yes

e

CTNA

Renaks

Bty

~ Ara cantract services perfonmed seearding to the

quality, quantity, ebjeciives, fimeizameas, and In e
marmar spesiflat in the saniract {e.g., review
progress repors and ntedn produsts)?

Yen

[ s

S

Remarkz

-~
&3

- Ara invoicas for paymerit reviewesd ard spproved to

sabstantiate expenditures for work peroried and in
prevert penglties beinyg assessed?

& Yee

[T 14a

(]t

Fesmnams:

13.

Are conltant expenditires manitorat fo ensure there

are gffjal=nt funds to pay for all serviess rendered
as required by eathact?

A Yes

] Mo

O wa

Remams,

4.

Doasthe reguestor verify the contractor biss fulfiliad
all requiiretiterds of the contract befgre approving the
finad invaice?

K Ves

[T No

mEA

Remais:

18,

J& tha fing} invaice idenlified and approved, ez
approprigte and Torwirrdied to Fisonl Management

Besdion for paymeant?

[E] Yas

[J ke

IR

Remiié:

4.

e alk applicabis fonm sections of the DHF 78
campletad?

[ Yes

[ 1w

(] W&

Remake:

7.

o etmesgency condracts domiment and jusiify a
stdden, unexpesizd cocurrence Shatposes & clear
and imesinent danger, requiring immadiste aclion th
mitigate e loss or Impaimend of fife, health,
proparty. er esserdial public serviezs?

[ Yes

o

HIA

Remarms:

8.

Are all enployees assesiaied with the meragerent
ol a cantrec! compleling ie GHP 788, Confiiel of
Intzrest Statemen, Employes, form?

[ ves

] Mo

01 wis,

Remaks:

it

Are prablems conoerning e conlrastar’s
perarmanee {Ully dosumented in wriling and niade a

part of fhe soniract manager's contract iile?

[] Vas

[ Ng

K] Nin

ReraRTHE:

20.

Are contract amendment reguest dollar amounts

[ Yes 1

CiNo

2 s,

Remams

ingrensed more than 3P%?

CHI A ey, 024G QA1




Page 30i4

STHRE CF CALTTORNA
[EPARTIENT OF CAJFORNIS HIGHNAY RATAGL

COMMAND INSPECTION. PROGRAM
INSPECTION CHECKLIST

Chepter 3, Comimand Provurements

Contracts

21 15 the ienglh of the contracy amsendment request ~
risure than one yaat? Oves | Clno | B Rermars

%7 4re amandments rquested before fhe axpirafion of _
the orlginal contract? O ves | [One | ENa Reaans:

27 Is 5 sendioe cortraed on 4 GHP T8, Contnact Hegues! ”
iniflated for any comnercial mestingleonfercnte [)Yes | CIno | [ nip, | Remare

ranm renfzl which is expecter fo excead $4,43.62 in
ivfal apsi?

24. Do conferante room renisi costs exaeading the 3500 .
OYes | Clo | B nim | FEmaER

per day finlt have presapprovil jrom. Assisfant
Ciommissionar, Siafi?

Remanks. ACtiOh

25, Aps Gafifornia Department of Justize (DOS} and [3 .
Farforal Burzau of Invastigation (FB1) firgerprint Yee o A&
wl Burzau of Invstigation (F51) fngerprit 0 See Attached

ghoLhs ) nee ghesks conducled for it of
the feliouing types of agreaments:

’1} Avionles Mainfensnes and Repalr
2} Heflcopler Hantenance i Repair
(3} Insinmlar Sendtes (arflte)

(4} danllomarServines

{5} Consuiiniyt Serioea

28, Is 8 dnver lisgnse chack conductet for, bul not
livaited ta. ANl of e followirg typas of agreements, lf | [ Yes
the opnfractor andlor specifically assianed personnal
are scheduled to e on-site for mana thon 30 days:

Oltip | B, | Remars

1) Al arid Flie Alamn Moniorag
L‘H Camerm Maintenance. md fapat
Carpetinstanslion
Digte Gonecrior Malmananes (A Regalr
{5} Dishreeher haimanancs and Repal
] Bl Msintarance a0 Repet
(7} Flre Exiingilsher Servioe
Ganage Door Maalenance and Repalt
8} Qrephic Aris Equipment Manienante and Repalr
(105 Hesllng, Veniialion, and Alr GondMiianing Serdse
1) Laundeytinen Qenis

12 Oifle Mazin: )Aaintanance.omd Repslr

139 Paining Servicas JIntarer of facilfy)
(54§ Priming Serdces
(15) Seale Manlgnance and Repalr
(%65 Sleam Cleartny Servics (Carpal, nod arales;

174 Tefaphong Serdiozs (geliufar, sdtaille, 3nd regular)
(¥8) Tewvision Eguipmari Malieranos anc Repar

(19 Umresruplible Powe: Supply Malznanca and Rzpal

cHp Atk MIMIOM0LE




STHEE CF CLLIFORNIA,
DEPARTHENT CF CALIFORNIS HIGHARY RATROL

COMMAND [NSPECTION PROGRAM

Page 404

INSPECTION CHECKLIST
Chayster 3, Connsand: Procuremelits
T oniracts
7. &re all eliver licenze and finganprind information . .
{onwandad o Contragt Services Unit (GSU), slong Clves | [INo | [ nya | Reams Action
with the zonirae! nunvags for rotention sfier See Attached
Commander r2view?
28, Is (8L advised by Ihe coramand to determine if _
athwarse tnfarmation tiszovaret s grounds for Ovee | Ore | Frm Recnais:
cancaling the gonitraot fi.e,, atverse drives lieense
andfor eriminal higlory infornealion is received
reqarding he contrartor or the contctor’ 5
personnal}?
20, are all tvices, racords, ond relavant dosumerbation .
maintained for fhre vears aftarihe final paymentof | [ Yes | [JNo [ hits Resniilks:
g contract?
a0, 15 & log shestmairainad for @ tfiary of activilies , Action
- $he contract? J ; REMBE . O
. relatod lo h&;(lmtrﬁc. — Ovee | Ao [T win Soe oy ook
. Ys 1 compuiter file prepared for alf coniracts Action
arninistered? [Jves | BANs | D] is | Rt ] .
See Attached
33 15 & spreadshen! prapered lisiing all expenditures? :
Clves | B | Clia | Eenes 25107
: floee Attached
33. {5 the nefifoation to the confractar documenied for
the start deie for sarvices 1o begin? B Yes | [INo | [JNmy | Remals:
32, 15 the contracior oometad) to delestine if oll invoices
hawe been reseivad in srler fo.qvatsae the @ Yes | Ctio | []hea | Remas
wompletion: of he confract?
35. Do-consultan serviees sontrasts of 51,000 or niare
contain detalled perfomance arkeria snd aschedle | [T ves | CIno [ B npa | FR0o0E
for perfosmance? (3O Vol |, Ch, 3, Sexfion 3.02.1)
28, Doesdlve conlract fila contsirn the 5TD, 4 Gontractor
Zyeluation form for consulttnt confracts? [I¥es | [INa | [E) bisa | Rematis:
(BGM Vol |, ClL 8. Seedion 3.02,8)
27, Does Contract work only begin after appreval of the
final aenieact? (RGN Vol. 1, Ch, 4, Bection 4.08) R Yes | [THo | [T | Remams
30 Are the requirements for Govemmen? Cade Section .
16130 (&) or {b) chocumarded and justitied far O vYes | (o |3y | FEmime
persortid servios zpntracts? (30 19130 & SCI Val. I,
Ch. 7, Seetion 7.0}
30, Are any coniracl payments made prioc i fhe firal
[0 Yee | CIno Nia, | Remalke:

approval and execulion of the coniract? {SCH Vol |,
Ch. 4, Geclion 4.00)

CHI B8P Hirr, (L0 DIIDIG




STATE OF CALIFORNIA o) and: San Lula Division: Coastal Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Obiopo 3

COMMAND INSPECTION PROGRAM A >
EXCEPTIONS DOCUMENT Captain Bill Vail 11/21/2008

Page 1 0f 5 )

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necéssary, or fill In the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to;" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized fo document innovative practices, suggestions for statewide
improvement, Identified deficiencles, corrective acllon plans. A CHP 51 Memorandum may be used if additional space is raquirad,

X Corrective Action Plan Included

Total hours expended on the

TYPE OF INSPECTION
inspection.

[ Division Level X Command Level

X Attachments Included

30 hours

[] Executive Office Level

to: Coastal Di
Follow-up Reguired: Forward to: Coastal Div

X Yes 1 No Ut flkf
e Bt s e s

Inspector's Comments Regarding Innovative Practices:

Due Date: 12/10/2008

i 1“-';1 i! ir :".i‘i}{ﬂ.f IH[.‘_:j'I T l, , 7 eti T
il Islff)h A L A
ity !' .}.III El”iil } MI.I Tkl "H -'.‘:r' i

[ Command Suggestions for Statewide [mprovement:

[ Inspector's Findings:

Chapter 3 — Comumand Procurement

Purchases

1. The Office Services Supervisor and Word Processing Technician are responsible for completing the CHP
43, Purchase Requisitions, They have received training {rom Coastal Division and have specific desk
procedures as guidance. There were no Standard Operating Procedures in place for completing CHP 43s.

(ACTION)

9. Ofthe three remainmg CHP 43, Purchase Requisitions none contained a

CHP 315, Price Comparisonn Worksheet. Two of the CHP 43’s were being recalled due to budgetary
constraints and the remaining one was for drg testing kits, The purchase of these was dictated by the
Academy (OP]) for replenishment of the drug testing kits, with only two vendors provided. This will be
addressed in the new Standard Operating Procedures chapter on Fiscal Accountability. (ACTION)

10, Therec were no CHP 315°s to inspect. (ACTION)

CIHP GBOA (Rev. 02-09) OFi 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROI.

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: San LuIs

Division: Coastal

Chapter

Obispo 3
Ingpected by: Data:
11/21/2008

Captain Bill Vail

Page 2 of 5 B

Ca) Card

2. The Arca does not have copies of the STD. 21, Drug Free Workplace certification forms from the statewide
contract vendors, Additionally, there were (12) non-contract vendors used to purchase various supplies not
available through the statewide contract. None of these vendors had completed the STD, 21 form,

(ACTION)

3. The Atea does not have copies of the STD. 204, Payee Data Record form, from the statewide contract
vendors. Additionally, there were (12) non-contract vendors used to purchase various supplies not available
through the statewide contract. None of these vendors had completed the STD. 204 form. (ACTION)

4. The Arca does not have copies of the California Tntegrated Waste Management Board Form 74 from the
statewide contract vendors. Whenever possible, commands shall purchase commodities made from recycled
products in the following categories: paper products, fine writing paper, compost, oil, plastic, solvents, paint,
steel, and tire derived products. Additionally, there were (12) non-contract vendors used to purchase various
supplies not available through the statewide contract. Three vendors may be required to complete the CTWM

Form 74, None of these vendors had completed the Form 74, (ACTION)
5. Area does not have a copy of a small business or DVBE certification letter from the Department of General
Services. (ACTION)

(Auditor’s note: Per Contracts Management Unit (Tracy Redifer) most of the above listed forms are on
file at headquarters. This would include: tires; fluids; office supplies; and Pitney Bowes. Any other
vendors utilized by an Arca would be required to have the forms in a local file).

14, No training has been conducted on the Cal Card process. Personnel routinely contact Division or
headquarters for guidance to determine authorized/unauthorized items if not listed in HPM 11.2, Chapter 3.

(ACTION)

X-Number

A total of (24) CHP 78X, X-Number Service Request, {iles were reviewed. The reviewed forms were prepared
from Janvary 1, 2008, through September 15, 2008, The only items commented on from the checklist require
follow-up action: _

2. All vendors had completed the STD. 204, Payee Data Record, with the exception of five: AVCO Fire
Extinguishers; ACCO Systems; Jerry’s Plumbing; Advanced Water Solutions; Vortex Industries; and Central
Coast Appliance. (ACTION)

(ACCO Systems and Advanced Water Solutions are contract vendors for the heating/air conditioning

system, and the water purification systems in the Area office. According to Contracts Management
Unit, these compunies had complceted the STD. 204 and are ou file in their headquaxters office.)
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12. There were no small business certificates in Area files. Small business forms are needed for Jerry’s
Plumbing and Thoma Electric. (ACTION)

13. All vendors had completed the STD. 21, Drug Free Workplace, with the exception of five: AVCO Fire
Extinguishers; ACCO Systems; Jerry's Plumbing; Advanced Water Solutions; Vortex Industries; and Central
Coast Appliance. (ACTION)

I one X Number invoice, we observed the invoice date (3/17/08) from the vendor was prior to the X- number
service order date (3/21/08). Tt was determined the service was completed after the date of the requested X-

number and mis-dated by the preparer,

Coniracts

The Arca had a total of six (6) contracts in operation during the 2007/2008 fiscal year. Five (5) of the contracts
were generated through Facilitics Section for the following services:

5C745000-0 — ACCQO Engineered Systems (Air conditioning maintenance)
4C745002-0 ~ Nu Tech Pest Management (Pest control)

8C745000-0 — Achievement Fouse, Inc (Janitorial Services — 7/1/08)
6C745000-0 — Hanson’s Maintenance (Janitorial Services — Hxpire 6/30/08)
6C745003-0 — Linco Landscape Services (Exterior Jandscape)

Only one contact request was generated by the Area command (7C745001-0) which was awarded for
‘Evidence/Tmpound of towed vehicles.
18. The only contact managed locally by the Area command (7C745001-0) is for Evidence/Tmpound of towed

vehicles. The Area Tow Truck Officer and Field Operations Lieutenant oversee the contract details and have
not completed a CHP 785, Conflict of Interest Statement, employee form. (ACTION)

25. The personnel assigned under the janitorial contract (8C745000-0 ~ Achievement House, Inc.) have not
submitted fingerprints to the Department of Justice and the Federal Bureau of Investigation. Also, no driver

license checks have been completed, (ACTTION)

27. Upon completion of fingerprint and driver license checks, all information shall be forwarded to Contracts
Services Unit, after Commander review. (ACTION)

30-32. There is no electronic log sheet or diary maintained to document expenditures or activities

associated with the Area managed contract. (ACTION)

CHP GBOA (Rav. 02-08) ORI 010
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| Commander's Response: X Coneur or [J] Do Not Concur (Do Not Concur shall document basis for response)

Attached is a copy of the new Standard Operating Procedures for Fiscal Accountability.

Wspector's Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged,

etc.)

i'H!%“,éW B e s

Corrective Action Plan/Timeline

The following corrective action was taken:
Chapter 3 - Command Procurement

Pwrchases

1. All submitters and command approvers received ReDS Training on December 2, 2008. This was also
addressed in the new Standard Operating Procedure chapter on Fiscal Controls/ Management Procurement.

9. The new ReDS program climinates the need for a CHP 3135, Price Comparison Worksheet, as it is
incorporated into the completion of the CHP 43, Purchase Requisition.

10. Since the new ReDS program has incorporated the CHP 315 into the workshect, they will be
electronically filed with the requisition number.

Cal Card Program

2. Areahas received the STD. 21, Drug Free Workplace certification, and STD. 204, Payee Data Record
form, for all vendors used for supplies. For the statewide contracts, these forms are held at Contracts

Management Unit.

3. Areca has sent out the CHP 204, Payee Data Record form, to all vendors and is slowly getting them

returned.

4. Area has received the CIWM Form 74 from the three vendors used for recyclable supplies.
». Area has received copies of the DVBE certification for all qualified vendors,

14. Both the Cal Card holders and supervisor completed Cal Card training on
January 14, 2008.

CHP G0O0A (Rnv, 02-08) OFI 010
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X-Number Program

9. Area has received the STD. 21, Drug Free Workplace certification, and STD. 204, Payee Data Record
form, for all vendors used for services. Additionally, Arca received copies of the DVSB certificates from

Ierry’s Plumbing and Thoma Electric.

12. Area received smal) business certificates from both vendors.
13. See #2 above.

Contracts
18. The Tow Truck Officer and Field Operations Lieutenant have completed the CHP 78X, Conflict of

Interest Statement.

25 and 27. All contract workers have completed background fingerprint and drjver license checks. This
information was sent to Contracts Services Unit.

30-32. Additionally, an electronic log was created to frack the funds expended on all contracts managed
by the Area.

. il -
[T Employee would like to discuss this report with COMMANDER'S SIGHATL DATE
the reviewer. W f
(See HPM 8.1, Chapter 8 for appeal procedures.) / Gl — /2’/"/0‘7
A INBPERTOR'S /NMU DATE
7 1
/ 4 / &//Uﬁ/f
[ Reviewer discussed this report with CREVIEWER'S SIGNATURE DATE
employee
[] Concur (] Do not concur 1
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i cessary, or fill in the blanks as indicated. Enter the chapter

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as ne
enter the next level of command where the document

number of the inspection In the Chapter Imspection mumber. Under “Forward (0" : ‘ '
shall be routed to and its due date. This document shall be utllized to document innovative practices, suggestions for statowide

improvement, identified deficiencles, corrective action plans. A CHP 51 Memorandum may be used If additional space Is required.

X Corrective Action Plan Included

Total hours expended on the

TYPE OF INSFEGTION
inspection:

[ Division Level X Command Level

X Attachments Included

30 hours
[l Executive Office Level

Follow-up Requlred: Forward to; Coastal Div

X Yes I No i e i |
e e e

Due Date: 12/10/2008

Inspector's Comments Regarding Innovative Pragtices:

[Command Suggestions for Statewide Improvernent:

[ Inspector's Findings:

9. All CHP 230, Weekly Transmittal, forms were mspected from January 1, 2008 through June 30, 2008. One
transmittal was not signed by the preparer and one did not have a copy of the money order obtained for transfer.

(ACTTON)

18. During the reconciliation of the CHP 230, Weekly Transmittal, and the
CHP 251, Counter Receipt, forms it was discovered Area had been following the headquarters retention schedule

ol six months. Policy states all ficld commands shall retain CHP 251°s for a period of 3 years. (ACTION)

21. Area had not requested replenishment of petty cash in accordance with departmental policy. Area had been
advised by Fiscal Management Section to submit a request when the amount used was in excess 0of $50.00. Area
will ensure requests are processed in accordance with departmental policy. (ACTION)

Additional Information: Although not specifically addressed in the Fiscal Controls chapter, all CHP 735, DUI
Cost Recovery, forms were inspected. It was discovered Area was unable to accurately reconcile the total number
of hours claimed for reimbursement. Area has made changes to the Standard Operating Procedures to ensure

copies of the officer’s CHP 415, Daily Field Record, are attached.

CHP 680A (Rev. 02-09) OPI D14
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|

[ Commander's Response: BJ Coneur or [] Do Not Concur (Do Not Concur shall document basis for response)

Attached is a copy of the new Standard Operating Procedures for Fiscal Accountability,

Inspector's Comments: Shall address non concurrence by commander (¢.9., findings revised, findings unchanged,

Lete.)

e

[REt A

Corrective Action Plan/Timeline

The following corrective action was taken:

Chapter 4 — Fiscal Control

9. The CHP 230, Weekly Transmittal, form not signed by the preparver was signed. Additionally, a
Standard Operating Procedure (SOP) was created to provide guidance and direction for ensure fiscal
accountability. The SOP outlined the requirement for retention of copies of all required documents and

retention periods,
18. The SOP outlined the requirement for retention of copies of all required documents and retention
periods.

21. Area SOP addresses the need to ensure petty cash is replenished. as required by policy.

e
] Employee would like to discuss this report with COMMAKDER 9 SIGHATD DATE
the reviewer, L g g

(See HPM 9.1, Chapter 8 for appeal procedures.) |~ /'Z/O/(Jf

+INSE OR‘S‘F; KTU/J:;A DATE
7 Jffo) 0§

e 2
Z

L] Reviewer discussed this report with £ AREVIEWER'S SIGNATURE DATE
employee
[ Concur (7] Do not concur

CIHP 8BOA {Rav. 02-D&) OP1 010



e State of California Business, Transportation and Housing Agency

Memorandum

Date: December 22, 2008

To: Coastal Division

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Santa Maria Area

File No.: 750.12036.Ch3 Inspection

Subject: CHAPTER 3 INSPECTION

Santa Maria Area has completed its Chapter 3, Command Procurements, command level inspection
as directed by the Office of Inspections. The self inspection encompassed four specific aspects as
specified in HPM 22.1, Command Inspection Program Manual: Cal-Card, Contracts, Purchases,

and X-Number Program. I have reviewed the attached inspection forms and no issues of concern

were identified.

Y

M. L. OLSON, Lieutenant
Commander

Attachments

Safety, Service, and Security

CHP 51WP (Rav. 11-86) OP[ 076
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gTEg-L‘IER'?I\iECrG* gg%?ilfl\FORNlA HIGHWAY PATROL Command:! Division: Coastal Number: 750-08-002
COMMAND INSPECTION PROGRAM | Santa flera i
INSPECTION CHECKLIST Sgt. J. Pioetz 10/22/2008
Chapter 3, Command Procurements Assisted by: Date:

Contracts 0SS-1 D. Wyatt 10/22/2008 J

INSTRUCTIONS: Answer individual items with “Yes" or “No" answers, or fill in the blanks as indicated. Any discrepancies with p
applicable legal statues, or deficiencies noted in the inspections shall be comm
discrepancies and/for deficiencies shall be documented on an Exceptions Document and a
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken.

olicy,
ented on via the “Remarks” section. Additionally, such
ddressed to the next level of command.

If this form is used as a Follow-up

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

] Division Level X Command Level

[] Executive Office Level [] Voluntary Self-Inspection

Lead Inspector's Signature:

J 2

Follow-up Required: ] Follow-up Inspection °°""“3“f‘ﬁ5W’ ; A
(] Yes No A . Jp-31-09

For applicable policy, refer to: HPM 11.1, Chapter 22

s

7. 1s a CHP 76 Contract Request used to initiate all o
service contracts which are repetitive, regardiess of ves | [INo | ] N/A Remaks:
the estimated dollar value?

5 |s a CHP 78 Contract Request used for one-time )
services exceeding $4,999.997 ves | [ONo | O N/A Remarks:

3. |s the Office of Primary Interest (OPI) tracking s
numbering beginning with the requesting command Kyes | ONo |INA RamanKs;
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787

4. Is the performance of contract services monitored _
and documented? K Yes | [INo |[ONA Remarks:

5. Are all copies of correspondence with the vendor ‘
maintained? KYes | COONo |INA Remarks:

6. Are letters for contracts documented and maintained 5 .
which outline any problems related to substandard or Kyes | CONo |[CINA i
non-performance of the vendor?

7. Is the final product to be delivered described _
specifically and in as much detail as possible in the ves | [ONo |[JNA Bamarks:
CHP 787

8. Are all required levels of approval/signature obtained, .
including the required decumentation and approvals ves | [CINo | CINA Remarks:
for expedite and emergency contracts per HPM 11.1,

Chapter 22, before forwarding the CHP 78 or CHP
78A7?

CHP 660F (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 2 of 4

-

9.

Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

Yes

] No

(I N/A

Remarks:

10.

Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

CIN/A

Remarks:

11.

Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

™ Yes

O No

O N/A

Remarks:

12.

Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

CINo

O N/A

Remarks:

13.

Are contract expenditures monitored to ensuré there
are sufficient funds to pay for all services rendered

o

as required by contract?

X Yes

O No

CIN/A

Remarks:

14.

Does the requestor verify the contractor has fulfilled
all requirements of the contract before approving the
final invoice? '

K Yes

[ No

O NA

Remarks:

16.

Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

O No

O NA

Remarks:

16.

Are all applicable form sections of the CHP 78
completed?

X Yes

] No

CIN/A

Remarks:

17.

Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

O Yes

] No

X N/A

Remarks: Area hasn't had lo
implement emergency plan, but will
follow eslablished procedures with
Division and Facilities section if and
when an emergency occurs.

18.

Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

X Yes

O No

CIN/A

Remarks:

19.

Are problems concerning the contractor's
performance fully documented in writing and made a
part of the contract manager's contract file?

X Yes

CINo

I N/A

Remarks:

e

20.

Are contract amendment request dollar amounts
increased more than 30%7?

[ Yes

(] No

X N/A

Remarks:

CHP 680F (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 3o0f4

|

21. Is the length of the contract amendment request
more than one year?

[] Yes

I No

E N/A Remarks:

22. Are amendments requested before the expiration of
the original contract?

[ Yes

[ No

E N/A Remarks:

23. |s a service contracton a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[ Yes

E N/A Remarks:

24. Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[ Yes

O No

N/A Remarks:

25. Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Mainlenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

] Yes

[ No

& N/A Remarks:

26. Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Mainlenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Mainlenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Maintenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Veniilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellutar, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

X Yes

[ No

D N/A Remarks: All applicable outside
contraclors are checked prior to the
beginning of their contract.

CHP 680F (Rev. 09-08) OP1010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 4 of 4

27.

28.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

X Yes

CIN/A

Remarks:

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

& Yes

] No

CONA |

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

(O N/A

Remarks:

30.

s a log sheet maintained for a diary of activities
related to the contract?

X Yes

O No

CIN/A

Remarks:

31.

Is a computer file prepared for all contracts
administered?

1 Yes

X No

LI N/A

Remarks: Only a hard copy ofa
contract is kept in file.

32.

|s a spreadsheet prepared listing all expenditures?

Yes

] No

O N/A

Remarks: Division maintains spread
sheet.

33.

Is the notification to the contractor documented for
the start date for services to begin?

X Yes

O No

TINA

Remarks:

34.

Is the conlractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

X Yes

I No

CIN/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. I, Ch. 3, Section 3.02.1)

[ Yes

N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[ Yes

JNo

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

O No

CIN/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for
personal service contracts? (GC 19130 & SCM Vol. |,
Ch. 7, Section 7.05)

[ Yes

CJNo

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

[] Yes

X No

I N/A

Remarks:
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Command: Division: Coastal Number:750-08-002 \
COMMAND INSPECTION PROGRAM ?alnta l\:gria -
INSPECTION CHECKLIST g;;a‘jd Plostz 10/23/2008
Chapter 3, Command Procurements AesBaty Date:

X-Number Program 0SS-1 D. Wyatt 10/23/2008

INSTRUCTIONS: Answer individual items with “Yes” or “No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the *Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any fallow-up and/or corrective action(s) taken. If this form Is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level X Command Level / /0
[ Executive Office Level [] Voluntary Self-Inspection ’ i

Follow-up Required: ] Follow-up Inspection C°”WW BRI
[]Yes X No ?j [ — [1-5-0&

For applicable policy, refer to: HPM 11.1, Chapter 23

7. Are multiple X Numbers awarded to the same vendor Remarks:
to circumvent the $4,999 contract limit? [OvYes | XINo [ N/A | Remarks:

5 Does all X Number file documentation contain the e
STD. 204 Payee Data Record? KYes | CONo |INA EMATSs

3. Do X Numbers requiring a contract (i.e., janitorial or "
landscaping) have prior approval from the Business | X Yes | (I No [ N/A | Remars:
Services Section commander?

2. Are X Number requests made prior to the date the st
services are performed? X Yes | [C1No [ N/A | Remerks:

5 Are X Numbers issued for a one-time use?

& Yes D No D N/A Remarks:
6. Are prohibited services performed using an X )
Number? O Yes No | (JN/A Remarks:

7 Are X Numbers used for the procurement of a '
service and not the purchase of a commodity? KYes | [INo | CINA Remarks:

8. Are X Numbers issued for telecommunications o _
related services pre-approved by [Jves | (ONo |BIN/A gmarks:
Telecommunications Section?

9. Do X Numbers used for facilities related services i
(such as roof repair, electrical) costing over $1,000 K Yes | (INo | LINA Remalks:
have prior approval from Facilities Section?

10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate [Jyes | TINo | XIN/A
Assistant Commissioner?

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

Page 20f2

—_—

11. Do all X Numbers awarded to a non-small business

Remarks: Area attempts to obtain 3

vendor contain three price quotations? Cvyes | XINo I N/A bids, however, due to Area size some
bids contain only two price
quotalions.
12. Do all X Numbers awarded to a small business e
vendor contain the small business certification from K Yes | ONo |[INA Remarke:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number ves | [ONo | [JNA Remarks:
vendors?
14. Do emergency service X Numbers document and .
justify the emergency? KvYes | CONo | CINA RerBike:
15. Is the itemized invoice for each X Number service . ]
maintained in the command’s files? KYes | (ONo |[IN/A Remarks:
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[ NUmber:750-08-002 |

STATE OF CALIFORNIA Command: . Division:Coastal
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Sapt?dl\é‘a“a .

= valuated by: -
COMMAND INSPECTION PROGRAM Sqt. J. Ploetz 10/24/2008
INSPECTION CHECKLIST Assisted by Date:
Chapter 3, Command Procurements | 0SS-1 D. Wyatt 10/24/2008
Purchases

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" secfion. Additionally,
discrepancies andlor deficiencies shall be documented on an Exceptions
Furthermore, the Exceptions Document shall include any follow-up and/or corrective act

Document and addr
jon(s) taken. |
be re-inspected.

Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to

blanks as indicated. Any discrepancies with policy,

such

essed to the next level of command.
f this form is used as a Follow-up

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Division Level Xl Command Level / ﬂ
[ Executive Office Level [] Voluntary Self-inspection ’
FO“OW-Up Required: Commander's Signapure; Dale:
D Yes & No [] Follow-up Inspection W /2/1 /,'ﬂ .,3/_03
I/V =

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the )
command level familiar with the related policies and | R Yes | ONo |OINA Remarks:
procedures for purchasing?
T 2. Have Approvers/reviewers of purchases received .
procurement training? KvYes | ONo | [INA Remake:
3. Are prohibited items procured on CHP 43, Purchases 5 3
Requisitions? [JYes | & No ] N/A emarks:
« Supplies for personally - owned equipment
« Commodities for personal use
¢ Confirming order
« Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, )
prepared for commodity items obtainable from X Yes | ONo |[INA Remaks;
different suppliers or from different statewide
commodity contracts?
5. |s all required information entered on the CHP 43, _
Purchase Requisition? Yes | ONo | OONA Remarks:
6. Arethe CHP 43, Purchase Requisitions, numbered .
consecutively, starling anew at the beginning of each | R Yes | ONo |ONA Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods _
forwarded to the Assistant Commissioner, Staff, for X vyves | OJNo I N/A Remarks:
approval?
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

Page

20f 3

8. Do specialized items purchased contain the
appropriate Division, andfor OP! approvals?

X Yes

] No

e |

Remarks:

g. Are the CHP 43, Purchase Requisitions,
competitively bid?

X Yes

O No

I N/A

Remarks:

10. Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

I No

CIN/A

Remarks:

11. Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

™ Yes

O No

CIN/A

Remarks:

12. Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

X Yes

] No

CIN/A

Remarks:

13. Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB Corrective
Action Plan documents?

] Yes

X N/A

Remarks:

1%, Are items checked immediately for content and
damage when delivered?

Yes

CIN/A

Remarks:

15. Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?

™ Yes

CIN/A

Remarks:

16. Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

K Yes

CN/A

Remarks:

17. Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

K Yes

] No

I N/A

Remarks:

18. Is the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

X Yes

[ No

CJ N/A

Remarks:

19. Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier's driver
before being accepted?

X Yes

O No

CIN/A

Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified o
immaediately by telephone, followed in writing either Yes | [INo | O N/A | Remars:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if itis
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and ——
investigated to ensure the orders are not opened for | ®Yes| ONo | CINA o e
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase Remarke:
orders maintained for three years after payment? KYes | (ONo | OONA BmalKs:
(SCM Vol. Il, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail R _
documenting the basis of the decisions made for the K Yes | (ONo | [INA BTk
purchase? (SCM Vol |l Ch. 2, Topic 11)

24, Are purchase orders split to evade competitive -
bidding requirements or to circumvent the ] Yes No | [ N/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)
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il ? Fgr\% IS?%%FORNIA HIGHWAY PATROL

DEPARTM | — .

COM MAN D I NS P ECTION P ROG RAM %o;;nta;\dMaria Division:Coastal Number:750-08-002

INSPECTION CHECKLIST Evaluated by: Date:

Chapter 3, Command Procurements Sgt. J. Ploetz 10/24/2008

Cal-Card Program Assisted by: Date:
0SSs-1D. Wyatt 10/24/2008

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature.
[] Division Level [X] Command Level % p/ér;
[] Executive Office Level [] Voluntary Self-Inspection

Follow-up Required: [ Follow-up Inspection Cmma,““"*f‘}”a’%/ DRSS i g
[]Yes X No ’////'\ 71— /g/Zg/LK

ZL

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- B malis:
Card program completing the CHP 78S, Conflict of K vYes | (ONo |OINA S
interest Statement, Employee, form?

2. Are STD. 21 Drug Free Workplace certifications s
maintained within the Cal Card command file for KvYes | (ONo | INA SIS

each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained

in the Cal Card command file for each vendor X ves | [1No CIN/A Remarks:
utilized?

4 Are California Integrated Waste Management Board .
Form 74 documents maintained for each vendor ves | (O No |TINA Remarks:
utilized?

5. If the vendor is a small business or DVBE is utilized, Remarks:
is the certification letter from the Department of KYes | ONo |ONA SRS
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and

reasonable method documented and properly K Yes | (INo | [INA Remarks:
justified?
7. Are purchases splitinto multiple transactions in order I
to circumvent transaction purchase limits? [lves | XNo |CINA emarks:
8. Does the CHP 317 Cal Card Log fully describe the '
purchase? XvYes | [dNo |[ONA Remarks:
9. Are bank statements reconciled with the CHP 317 .
Cal Card Log and the receipts/invoices? ves | CINo |ONA Remarks:
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program
10. Is the CHP 317 Cal Card Log properly authorized Remarks:
and maintained? ves | [ No ] NIA emarks:
71 Are credit invoices/receipts for returned items «s:
maintained with the bank statement? K Yes | ONo |[CINA Remarks:
12. Do non-itemized purchase receipts/invoices e
document the purchase by listing the commodity, X Yes | ONo |LCINA IR
quantity, and unit price of the item(s) purchased on
the bank statement.
13. Are Cal Cards maintained in a secure area? )
Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the ‘
commander? ves | [ No ] NIA Remarks:
15, Have all cardholders received training on the )
Department's procurement processes? ®Yes | ONo |OINA Remanke:
16. Are item(s) purchased with the Cal Card prohibited _
by departmental policy? [Jyes | ®No |LINA Reimas:
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State of California Business, Transportation and Housing Agency

Memorandum

Date: November 7, 2008

To: Santa Barbara Area

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Santa Barbara Area

File No.: 760.13154

Subject: CHAPTER 3 INSPECTION. COMMAND PROCUREMENTS.

On November 7, 2008, Lieutenant Dane Lobb, #13154, conducted a Command Procurements
inspection. This inspection is divided into four sections.

Section 1, Purchases.
Area is in compliance with the purchase policy outlined in HPM 11.2, Chapter 7. Question #2

on page 3-7 states: Have Approvers/reviewers of purchases received procurement training? No
formal Departmental training has been provided. Training has come from in house staff and

from on the job training.

Section 2, Cal-Card Program.
No small business or disabled/veterans business enterprises are available in the area for items

which are needed and or purchased by Area.

Section 3. X-Number Program.
Coastal Division maintains a file with all of the STD. 204 Payee Data Records.

Section 4, Contracts.
All contracts are current and procedures followed with regard to the completion and processing

of CHP 78’s.

No problems or concerns were noted during this inspection.

04~

D. F. Lobb
Licutenant

Attachments

Safety, Service, and Security
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STATE OF CALIFORNIA

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST

Chapter 3, Command Procurements

Contracts

Page 1 0of 4
Command: Division:Coastal Number:765
Ventura
Evaluated by: Date:
Lt. A. L. Baxter 12/31/08
Assisted by: Date:
Sgt. D. Hong 12/31/08

" INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks &s indicated. Any discrepancies with-policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION.

[] Division Level

[] Executive Office Level

X Command Level

[] Voluntary Self-inspection

Lead Inspector’s Signature:

Ch‘i‘f)o\ﬂd

Follow-up Requi-red:

[]Yes X] No

(] Foliow-up Inspection

Commander's Signature:

=)

4

0

Date:

/A

For applicable policy, refer to: HPM 11.1, Chapter 22

@)

AY

=0,
_

1. Isa CH'P 78 Contract Request used to initiate all
service contracts which are repetitive, regardless of
the estimated dollar value?

Yes

1 No

CIN/A

Remarks:

2. |s a CHP 78 Contract Request used for one-time
- services exceeding $4,999.99?

] Yes

[ No

Xl N/A

Remarks:

3. s the Office of Primary Interest (OPI) tracking
numbering beginning with the requesting command
three-digit location code used, followed by “CP” for
contract payable listed on the CHP 787

] Yes

X No

LI N/A

Remarks: The tracking number
provided by division did not include a
CP.

4. lsthe performance of contract services monitored

and documented?

X Yes

[] No

L1 N/A

Remarks:

5. Are all copies of correspondence with the vendor

maintained?

(] Yes

X No

LIN/A

Remarks: Invoices only.

6. Are letters for contrécts documented and maintained
which outline any problems related to substandard or
non-performance of the vendor?

] Yes

I No

N/A

Remarks:

7. Is the final product to be delivered described
specifically and in as much detail as possible in the

CHP 787

‘™ Yes

L] No

|j N/A

Remarks:

8. Are all required levels of approval/signature obtained,
including the required documentation and approvals
. for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP

78A7

K Yes

] No

CIN/A

Remarks:
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STATE OF CALIFORNIA
DEFARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

Page 20f4

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

9. Arerequests for contract services less than six : ]
months from the anticipated start date of the contract | []Yes | XINo | [ N/A 5:;;;';2' b;hgoﬁpatg‘fé:’rf;‘fc ;’:rgfl!'ty
pre-approved by Assistant Commissioner, Staff, for ’
expedited proqessing’?

10. Is all work completed and accepted by the . _

Department before expiration of contract agreement? | [] Yes | []No N/A Sfrr::é‘i‘rfé Jehrsige"sngr::tnr:tq;’;sggn
' approved.

11. Are contract services performed according to the ) . )
quality, quantity, objectives, timeframes, and in the CYes | [ONo | XIN/A E‘ZTZ‘S"?&‘, fT‘;l:; 2;:; :ﬁr:érda;; zemg
manner specified in the contract (e.g., review services has not been approved.
progress reports and interim products)?

12. Are invoices for payment reviewed and approved to _ _
substantiate expenditures for work performed andto | X Yes | [INo | [ N/A | Remarks:
prevent penalties being assessed?

13. Are contract expenditures monitored to ensure there o } .
are sufficient funds to pay for all services rendered MYes | ONo |[IN/A f;:gaﬁir::.s\é\gttig:smstance from
as required by contract? '

14. Does the requestor verify the contractor has fulfilled .
all requirements of the contract before approving the Yes'| [ONo | [JN/A | Remarks:
final invoice?

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management X Yes | [INo |[JN/A | Remarks:

Section for payment?

16. Are all applicable form sections of the CHP 78
completed? K Yes | [INo | []N/A | Remarks:

17. Do emergency éontracts document and justify a .
sudden, unexpected occurrence that poses a clear CYes | ONo | XIN/A Ei?"@?ﬁ;fﬁé?fgiy ‘;‘;”gﬁg;”
and imminent danger, requiring immediate action to Section. ) y
mitigate the loss or impairment of life, heaith,
property, or essential public services?

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of Yes | (ONo [ [JN/A | Remarks:

Interest Statement, Employee, form?

19. Are problems concerning the contractor’s i

performance fully documented in writing and madea | X Yes | [JNo | [J N/A | Remarks: Through the email system
) e to Facilities Section.
part of the contract manager’s contract file?

20. Are contract amendment request dollar amounts ' ,

increased more than 30%7 [lYes | [INo N/A | Remarks:
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the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generatar Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

(7) Fire Extinguisher Service

(8) Garage Door Malntenance and Repair

(9) Graphic Arts Equipment Maintenance and Repair
(10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Malntenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services

(15) Scale Maintenance and Repair

(16) Steam Cleaning Services (Carpet, not scales)
(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repalr

Page 3 of4
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL ]
. COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts
21. Is the length of the contract amendment request _

' more than one year? [OYes | [ONo |[XIN/A | Remarks:

22. Are amendments requested before the expiration of / .
the original contract? CYes | ONo N/A | Remarks:

23. |s a service contract on a CHP 78, Contract Request '
initiated for any commercial meeting/conference [JYes | [ONo |[X N/A | Remarks:
room rental which is expected to exceed $4,999.99 in
total cost? '

24. Do conference room rental costs exceeding the $500 s
per day limit have pre-approval from Assistant CJYes | [ONo |[XIN/A | Remarks:
Commissioner, Staff?

25. Are California Department of Justice (DOJ) and )
Federal Bureau of Investigation (FBI) fingerprint CIYes | [INo |[XIN/A | Remarks:
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) 'Instructor Services (on-site)

(4) . Janltorial Services

(5) Consulting Services

26. |s a driver license check conducted for, but not
limited to, all of the following types of agreements, if | []Yes | [JNo |[XIN/A | Remarks:
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STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements

Page 4 0f4

Contracts

27. Are all driver license and fingerprint information ' )
forwarded to Contract Services Unit (CSU), along [(Yes | [JNo N/A | Remarks:
with the contract number for retention after '
Commander review?

28. Is CSU advised by the command to determine if ]
adverse information discovered is grounds for [JYes | [ONo |[X N/A | Remarks:
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor’ s
personnel)?

29. Are all invoices, records, and relevant documentation
maintained for three years after the final paymentof | [X] Yes | [INo | []N/A | Remarks:
the contract? ' '

30. Is a log sheet maintained for a diary of activities
related to the contract? [J Yes No |[JN/A | Remarks:

31. Is a computer file prepared for all contracts '
administered? Yes | [JNo |[IN/A | Remarks:

32. Is a spreadsheet prépared fisting all expenditures?

IZ Yes D No D N/A Remarks:

33. Is the notification to the contractor documented for
the start date for services to begin? - Yes | [INo N/A | Remarks:

34. Is the contractor contacted to determine if all invoices
have been received in order to oversee the dYes | [ONo N/A | Remarks:

 completion of the contract?

35. Do consultant services contracté of $1,000 or more
contain detailed performance criteria and a schedule | [] Yes | [ No N/A | Remarks:
for performance? (SCM Vol |, Ch. 3, Section 3.02.1)

36. Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts? [JYes | [JNo N/A | Remarks:
(8CM Voal. 1, Ch. 3, Section 3.02.5)

37. Does Contract work only begin after approval of the :

" final contract? (SCM Vol. 1, Ch. 4, Section 4.09) Yes | [ONo |[]N/A | Remarks:

38. Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for [(dYes | [ONo | XINA Remarkf: A’?a does not oversee any
personal service contracts? (GC 19130 & SCM Vol. |, personal service coniracts.
Ch. 7, Section 7.05)

39. Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol.l, | [JYes | XINo | [ N/A | Remarks:

Ch. 4, Section 4.09)

CHP 680F (Rev. 08:08) OP1 010
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LCommand: Division: Coastal Chapter: 3, Contracts

STATE OF CALIFGRNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL _ Ventura
COMMAND INSPECTION PROGRAM Inspected by: Date:
Lt. A. L. Baxter 12/31/08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the hext level of command where the-document
shall be routed to and its due date. This document shall be utilized to document innovative praetices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space Is required.

TYPE OF INSPECTION [ « Corrective Action Plan Included
] Division Level Command Level ] Appeal Included
(] Exedutive Office Level [ Attachments Included
: - Forward to: Commander’s Signhature: Date:
Follow-up Required: Lt G. Williams | /
v P : f 7
[ Yes i Due Date: 12/31/08 (" leonen %. WA Was

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

It may be helpful to include this training in Middle Management Training.

| Inspector's Findings:

CHP 680A (Rev. 08-08) OP) 010
L



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Coastal Chapter: 3, Contracts
Ventura

Inspected by: Date:

|t. A. L. Baxter 12/31/08

[ Commander's Response:

| Inspector's Comments:

Area is in the process of requesting a contract for paper shredding services. All other contracts for the
Area are sent out for bid and managed by Facilities Section.

Corrective Action Plan/Timeline

CHP 680A (Rev. 05-08) OPI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

‘Appeal Process:

Command:
Ventura

Division: Coastal

Chapter: 3, Contracls

Inspected by:

Lt. A. L. Baxter

| Date:

12/31/08 -

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

L.ead Inspector's Signature:

Date:

\/Lef09

Responding Com%ander’s Signature (for appeal)

Date:

CHP 6B0A (Rev. 03-08) OP| 010
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Page 1 of
Command: Division: Coastal Number; 765
géé;i%jg# P GALIFORNIA HIGHWAY PATROL \E/ eln’[tugi _

! - valuated by: ate:
COMMAND INSPECTION PROGRAM Lt A L Baxter 12/31/08
INSPECTION CHECKLIST : Assisted by: Date:

Chapter 3, Command Procurements 0SS | D. Hirsch 12/31/08

- Purchases

INSTRUCTIONS:‘ Answer individual items with “Yes” or “No” answers, of fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

" section. Additionally, such

TYPE OF INSPECTION
[] Division Level Xl Command Level

"[] Executive Office Level ~ * [] Voluntary Self-Inspection

Lead Inspector's Signature: m _—
AR (R
7 — ]

Follow-up Required:
[]Yes No ] Follow-up Inspection

For applicable policy, refer to: HPM 11.2, Chapter 7.

Commander's Signaturg; Date:
QT wgﬁ%@ﬂ@ ‘ \Ao/0A
' N

1. Are participants in the procurement process at the
command level familiar with the related policies and
procedures for purchasing? '

Yes | [INo |[JN/A | Remarks:

2. Have Approvers/reviewers of purchases received
procurement training?

D Yes No D N/A Remarks: Will attend training at

Dlvision on January 14, 2009.

3. .Are prohibited items brocured on CHP 43, Pdrchases
" Requisitions?

e Supplies for personally — owned equipment
Commodities for personal use

Confirming order

Purchases via the internet

through Micro League contract are

D Yes X No D N/A Remarks: Office Supplies purchased

method.

ordered via the internet and it is our
understanding this is the appropriate

4. Are separate CHP 43s, Purchase Requisitions,
prepared for commodity items obtainable from
different suppliers or from different statewide
commodity contracts?

X Yes | CINo |[JN/A | Remarks

5. s all required information entered on the CHP 43,
Purchase Requisition?

O Yes No | [JN/A | Remarks:

6. Are the CHP 43, Purchase Requisitions,'numbered
consecutively, starting anew at the beginning of each
fiscal year (July 1)7? :

Yes | [INo |[JN/A | Remarks:

7. Are expedited requests for the purchase of goods
forwarded to the Assistant Commissioner; Staff, for
approval? e

X Yes | [JNo |[JN/A | Remarks: 765PR6019

CHP 680C (Rev. 09-08) OP1010




STATE OF CALIFORNIA )
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST ‘

Chapter 3, Command Procurements
Purchases '

Page 20f3

8.

Do specialized items purchased contain the

‘appropriate Division, andfor OP| approvals?

X Yes

[ No

L1 N/A

Remarks:

Are the CHP 43, Purchase Requisitions,
competitively bid?

Yes

[I'No

I N/A

Remarks: If not using a state
contract.

10.

Does the CHP 315, Price Comparison Worksheet,
document at least two price quotations?

X Yes

I No

LIN/A

Remarks: 765PR040

11.

Are Limited Competitive Bidding purchase requests
that limit or restrict the purchase to one specific
brand or model justified and in compliance with SAM
35557

[] Yes

O No

X N/A

Remarks:

12.

Are Limited Competitive Bidding purchase requests
for items that interface with existing departmental
equipment in compliance with SAM 3555.37

[ Yes

I No

X N/A

Remarks:

13.

Do Non-Competitive Bid (NCB) purchase requests
contain the NCB justification and NCB:Corrective
Action Plan documents?

[ Yes

[ No

N/A

Remarks:

14,

Are items checked immediately for content and
damage when delivered?

X Yes

ONo

OJ N/A

Remarks:

15.

Is the “received copy” of the purchase order
approved, dated, and forwarded to the Fiscal
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted? .

Yes

] N/A

Remarks:

16.

Are freight and/or packing slips attached to the
received copy of the purchase order and sent to
FMS?

Yes

[INo

LI N/A

Remarks:

17.

Is FMS provided a photocopy of the purchase order
and any approved freight or packing slips as
acknowledgement that a portion of the order has
been received?

X Yes

[ No -

O N/A

Remarks:

18.

[s the original “received copy” retained by the
command for completion and forwarding to the FMS
when the complete shipment is received?

Yes

I No

CIN/A

Remarks:

19.

Are Damaged items delivered by common carrier
acknowledged on the freight bill by the carrier’s driver
before being accepted?

] Yes

] No

N/A

Remarks: Nothing was delivered
damaged in 2008.

CHP 680C (Rev. 09-08) OP1010




Page 30of3 .
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION.CHECKLIST
Chapter 3, Command Procurements
Purchases
20. Is Purchasing Services Unit (PSU) notified . '
immediately by telephone, followed in writing either [(JYes | [INo N/A | Remarks:
by a memorandum or e-mail, requesting cancellation
of the requisition or deletion of an item, if it is
determined that a commaodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?
21. Are open purchase orders periodically reviewed and
investigated to ensure the orders are not opened for Yes | [JNo |[JN/A | Remarks:
an unreasonable length of time. (SAM 8422.0)
22. Are copies of the purchase requisitions and purchase
orders maintained for three years after payment’? Yes | [JNo |[JN/A | Remarks:
(SCM Vol. II, Ch. 11, Topic 4) ' :
23. Are decisions documented to create a paper trail
documenting the basis of the decisions made forthe | [JYes | XINo | [JN/A | Remarks:
purchase? (SCM Vol Il Ch. 2, Topic 11)
24. Are purchase orders split to evade competitive :
bidding requirements or to circumvent the CvYes | X No | JN/A | Remarks:

Department's delegated purchase authority limits?
(Public Contracts Code Section 10329)

CHP 680C (Rev. 09-08) OP1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM -
EXCEPTIONS DOCUMENT

Command: Division; Coastal Chapter: 3, Purchases
Ventura

Inspected by: Date:

Lt. A. L. Baxter

12/31/08

- INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level-of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
] Division Level [X] Command Level

[] Executive Office Level

Carrective Action Plan Included
(] Appeal Included
(] Attachments Included

o Forward to: Commander’s Signature: Date:
Follow-up Required: Lt G. Williams
Oyes  XINo " | Due Date: 12/31/08 ik 0 ol () \ oo
. e Y00 20y

Inspector's Comments Regarding Innovative Practices:

N/A

[ Command Suggestions for Statewide Improvement:

It may be helpful to include this training in Middle Management Training.

[ Inspector’s Findings:

5. Not all information for price and supplier was found on all CHP. 43's. Those CHP 43’s this applied to
were orders for service awards. Although not filed out completely, Purchasing Authority Purchase

Orders arrived at the area with approval and this information completed. ©SS | Hirsch received training
on how to obtain this information and with the ReDS program going.on-line CHP 43's will not be allowed

to be submitted without this information.

23. We were unable to review the SCM Vol Il, Ch. 2. Topic 11. When accessing the website only Vol |

is available. The majority of our purchases are through a state contract. Most equi

replace existing computers, camera's, and printers.

CHP 680A (Rev. 08-08) OF1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division:Coastal Chapter:CH 3,
Ventura Purchases
Inspected by: Date: -
-Lt. A. L. Baxter 12/31/08

[ Commander's Response:

| Inspector’s Comments:

Corrective Action Plan/Timeline

CHP 680A (Rev. 09-08) OP] 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 3

AppealProcess:

Commander’s Basis for Appeal:

Command: Division:Coastal Chapter:.CH 3,
Ventura. Purchases
Inspected by: Date:

Lt. A. L. Baxter 12/31/08

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:
Cor /s los
Responding Commandér's Signature (for appeal): Date: .

CHP 680A (Rev. 09-08) OPI 010
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Page 10of2

STATE OF CALIFORNIA
DEPARTMENT OF CALIFQRNIA HIGHWAY PATROL ' Command: Division:Coastal Number:765
COMMAND INSPECTION PROGRAM ;/epttugi =
vajuated dy: 5
INSPECTION CHECKLIST Lt. A. L. Baxter 12/31/08
Chapter 3, Command Procurements Asslsted by: B
X-Number Program ' Sergeant D. Hong .12/31/03

INSTRUCTIONS: Answer individual items with “Yes” or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks"” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed fo the next level of command.
Furthermore, the Exceptions Document shall include any follow-up andl/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. .

TYPE OF INSPECTION -

Lead Inspector's Signature: .
GNP |

(] Division Leve| + [X] Command Level
D Executive Office Level ] Voluntary Self-Inspection
FO||OW-Up Required: L] Follow-up lnspection Commander's Signatyre: _ . Date:
[1Yes No | . ook~ MQ 14003
R \_/

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor

to ciroumvent the $4,999 contract limit? [JYes | X No |[JN/A | Remarks:
2. Does all X Number file documentation contain the
STD. 204 Payee Data Record? X Yes | [INo | ] N/A | Remarks:
3. Do X Numbers requiring a contract (i.e., janitorial or
landscaping) have prior approval from the Business | X Yes | [ No | [JN/A Remarks:
. Services Section commander? .
4. Are X Number requests made prior to the date the
services are performed? [JYes | XINo | [JN/A | Remarks:08-765-032
5. Are X Numbers issued for a one-time use;?
. X Yes | [INo | [JN/A | Remarks:
6.. Are prohibited services performed using an X '
Number? g [NYes | X No | [JN/A | Remarks:
7. Are X Numbers used for the procurement of a -
service and not the purchase of a commodity? K Yes | [ONo | [JN/A | Remarks:
8. Are X Numbers issued for telecommunications
related services pre-approved by ' Yes | O No | [JN/A | Remarks
Telecommunications Section?
9. Do X Numbers used for facilities related services PeTaTa Y «
(such as roof repair, electrical) costing over $1,000 X Yes | [ONo | []N/A | Remarks: Yes all X-numbers for
) ) . o ] Facility services are approved
have prior approval from Facilities Section? through Facilities-Section regardiess
\ of cost.
10. Do X Numbers issued for lapsed contractual
agreements have prior approval by the appropriate [dYes | [INo N/A | Remarks:
Assistant Commissioner?

CHP 680E (Rev. 09-08) OPI 010"




5 CRY

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program -

Page

2 0f2

11.

Do all X Numbers awarded to .a non-small busmess
vendor contain three price quotations?

Yes

[ No

CIN/A

| Remarks:

12,

Do all X Numbers awarded to a small business
vendor contain the small business certification from

- the Department of General Services.(DGS)?

[ Yes

X No

LI N/A

Remarks:

13.

Does the file documentation contain the STD. 21
Drug Free workplace certification for X Number
vendors?

[] Yes

IZ]No.

1 N/A

Remarks:

14.

Do emergency service X Numbers document and
justify the emergency?

Yes

I No

T N/A

Remarks:

15.

Is the itemized invoice for each X Number service
maintained in the command’s ﬂleg?

X Yes

] No

CIN/A

Remarks:

CHP 680E (Rev. 09-08) OPI 010




STATE dFtAup:olR'f:uA ’ Command: Division; Coastal Chapter: 3, X-Number
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Ventura Program
COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT Lt. A. L. Baxter 12/31/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter [nspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required. v : .

TYPE OF INSPECTION o (] Corrective Action Plan Included
] Division Level Command Level [ Appeal Included
[J Executive Office Level [ Attachments Included
N Forward to: Commander's Signature: Date:
Follow-up Required: Lt G. Williams
[lyes . KINo Due Date: 12/31/08 | Yo 00O \ /o)A
0.7 ATV "

Inspector's Comments Regarding Innovative Practices:

N/A

| Command Suggestions for Statewide Improvement:

It may be helpful to include this training in Middle Management Training.

[ Inspector's Findings: - " |

4. Service was completed for this CHP 78 request prior to approval of an X-number. This service was
initiated by our new Auto Tech who was not aware of the requirements and did not seek approval prior
to completing the task. The AT has since been informed of the proper procedure.

12. No X-numbers in 2008 were awarded to small businesses. Many in 2007 indicated as small
businesses but certification was not attached. Since 2007 Ventura.has hired a new OSS | who is aware
of this requirement and will be receiving additional training on January 14, 2008.

13. This form is not attached to X-Number vendors. OSS | Hirsch will be obtaining this form from
venders in the future.

CHP 680A (Rev. 09-08) OP! 010 =
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STATE OF GALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Coastal Chapter: 3, X-Number
Ventura : Program

Inspected by; Date:

Lt. A. L. Baxter 12/31/08

[ Commander’s Response:

| Inspector's Comments:

Corrective Action Plan/Timeline

CHP 680A (Rev, 09-08) OPI 010




STATE OF GALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Coastal Chapter; 3, X-Number
Ventura Program

/ : ; Inspected by: Date:

Page 3 Lt. A. L. Baxter 12/31/08

Commander’s Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:
i S | -
C0Y oo L ot U‘E)‘Oq,
Responding Commander's Signature (for appeal): Date:

CHP €80A (Rev, 03-08) OPI 010



STATE OF CALIFORNIA

E():E(P; mﬁXﬁFSAﬁG(gNPIEgW 8( II‘DJAT;%O G RAM Command: Division:Coastal Number:765

' - Ventura ,

INSPECTION CHECKLIST Evaluated by: Date:

Chapter 3, Command Procurements Lt. A.L. Baxter . 12/31/08

Cal-Card Program Assisied by: A
0SS | D. Hirsch 12/31/08

Page 10f2

INSTRUCTIONS: Answer individual items with "Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shal

| be commented on via the “Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

Lead Inspector’s Slglnaturei mC&«:&_ j AR

] Division Level - X Command Level
[] Executive Office Level - [ Voluntary Self-Inspection
Follow-up Required: ] Follow-up Inspection Commander's Signature; ' Date:
Yes [] No ' ( ﬂua:ap)fw ) u \ Ao/A

For applicable policy, refer to: HPM 11.2, Chapter 3

1.

Are all employees associated with the use of the Cal-
Card program completing the CHP 78S, Conflict of
interest Statement, Employee, form?

[ Yes No | [JN/A | Remarks:

Are STD. 21 Drug Free Workplace certifications
maintained within the Cal Card command file for
each vendor utilized?

|_—'_] Yes & No D'N/A Remarks:

Are STD. 204 Payee Data Record forms maintaihed
in the Cal Card command file for each vendor
utilized?

l:] Yes lz No [_—_] N/A Remarks:

Are California Integrated Waste Management Board
Form 74 documents maintained for each vendor
utilized?

[JYes | X No |[NA Remarks:

If the vendor is a small business or DVBE is utilized, .
is the certification letter from the Department of '
General Services maintained in the file?

D Yes x No D N/A Remarks:

When fair and reasonable is utilized, is the fair and
reasonable method documented and properly
justified?

Remarks: Majority of purchases
x Yes D No D N/A made through a State Contract.

Are purchases split into multiple transactions in order
to circumvent transaction purchase limits?

[JYes | X No | JN/A | Remarks:

Does the CHP 317 Cal Card Log fully describe the
purchase? :

E] Yes D No D N/A Remarks:

Are bank statements reconciled with the CHP 317
Cal Card Log and the receipts/invoices?

Yes | []No ' [JN/A | Remarks:

CHP 680D (Rev. 09-08) OF{ 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

Page 2 0of2

10. Is the CHP' 317 Cal Card Log properly authorized

and maintained? Yes | [ONo | []N/A | Remarks:
11. Are credit invoices/receipts for returned items

maintained with the bank statement? X Yes | [INo | [JN/A | Remarks:
12. Do non-itemized purchase rebeipts/invoices-

document the purchase by listing the commodity, [JYes | [INo |[X N/ |Remarks:

quantity, and unit price of the item(s) purchased on

the bank statement.
13. Are Cal Cards maintained in & secure 'area?

& Yes D No D N/A Remarks:

14.. Are Cal Card purchases pre- approved by the

commander? Yes | [INo | [JN/A | Remarks:

15. Have all cardholders received training on the ‘ Remarks: T - g
. ) 1R emarks: Training will be conducte;
Department's procurement processes? ] Yes No | [JN/A In Divislon on Jangary 14, 2009,

16. Are item(s) purchased with the Cal Card prohibited
by departmental policy? [JYes | XNo |[JN/A | Remarks:

CHP 680D (Rev. 08-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Coastal Chapter: 3, Cal Card
Ventura Program

Inspecled by: Date:

Lt. A. L. Baxter 12/31/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION
(] Division Level Command Level .

[] Executive Office Level

Corrective Action Plan Included

] Appeal Included

] Attachments Included

Forward to:

Follow-up Required:

N/
Yes [dNo Due Date:

Inspector's Comments Regarding Innovative Practices:

Commander’s Signature:

N/A

| Command Suggestions for Statewide Improvement:

It may be helpful to include this training in Middle Management Training.

| Inspector’s Findings:

1. The Commander is the only one who has a CHP 78S on file. During the inspection OSS | D. Hirsch
completed a CHP 78S and PSDS Il A, Webb will complete one when she returns from vacation on

January 6, 2009.

2. The‘O'_SAS'l D. Hirsch was not familiar with the policy requiring these forms from the venders used for
Cal Card purchases. She will have our regular venders complete the form for the Area files. She will

_ also find out if Headquarters have STD 21's for the suppliers for state contracts.

CHP 680A (Rev. 09-08) OP| 010



STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

.3. Again OSS | D. Hirsch was not familiar with the policy requiring these forms from the venders used
for Cal Card purchases. She will have our regular venders complete the form for the Area files and
check with the Program Activity Coordinator for those certified suppliers who already have

- documentation on file.

CHP 680A (Rev. 09-08) OP} 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Chapter: 3, Cal Card

Command: Division: Coastal

Ventura Program
Inspected by: Date:

Lt. A. L. Baxter 12/31/08

[ Commander's Response:

[ Inspector's Comments:

Corrective Action Plan/Timeline

OSS I D. Hirsch has been given 30 days to comply with the form requirements.

CHP 6B0A (Rev, 09-08) OFI 010




STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCERTIONS DOCUMENT

Commander's Basis for Appeal:

Command:
Ventura

Division: Coastal

Chapter: 3, Cal Card
Program

inspected by:

Lt. A. L. Baxter

Date:

12/31/08

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:
W' e ; ' o9
(3\..()"\()&_132—-\\_.\_ \/‘5(01
Responding Commander’s Signature (for appeal): 1 Date:

CHP &B0A {Rev. 08-08) OPI010.




Page 10f3

Command: Division: Number:
STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL gvoﬂglt‘:d' ! F. Coastal g;l,

a y: :

COMMAND INSPECTION PROGRAM | sqt M. Lamons, #12339 10/22/2008
INSPECTION CHECKLIST Assisted by: Date:

L. Windt, Office Tech. 10/22/2008

Chapter 3, Command Procurements

Purchases

INSTRUCTIONS: Answer individual items with "Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shalt be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

] Division Level

[] Executive Office Level

X Command Level

[] Voluntary Self-Inspection

Lead Inspector's Signature:

Follow-up Required:

[1Yes

[_] Follow-up Inspection

X No

Commander’s Signature:

Date:

For applicable policy, refer to: HPM 11.2, Chapter 7

1. Are participants in the procurement process at the .
command level familiar with the related policies and XvYes | [ONo |[JN/A | Remarks:
procedures for purchasing?
2. Have Approvers/reviewers of purchases received ) .
procurement training? (OYes | X No |[ONA ;%m;k:' het{mms {ieiing
3. Are prohibited items procured on CHP 43, Purchases R vs: All requisitioned it
[T emarks: requisiti Ilems
Requisitions? D Yes g No D N/A were inspected from September 2007
through September 2008. None of
»  Supplies for personally - owned equipment the items purchased during this time
o Commodities for personal use were prohibited
e Confirming order
» Purchases via the internet
4. Are separate CHP 43s, Purchase Requisitions, '
prepared for commodity items obtainable from Yes | [(JNo |[JN/A | Remarks:
different suppliers or from different statewide
commodity contracts?
5. s all required information entered on the CHP 43, _
Purchase Requisition? X Yes | [INo |[JN/A | Remarks:
6. Arethe CHP 43, Purchase Requisitions, numbered _
consecutively, starting anew at the beginning of each | X Yes | [ No | [JN/A | Remarks:
fiscal year (July 1)?
7. Are expedited requests for the purchase of goods ) _
forwarded to the Assistant Commissioner, Staff, for [Yes | [JNo | X N/A | Remarks: No expedited purchase
requests on file during 12 months
approval? evaluated.
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Purchases
8. Do specialized items purchased contain the )
appropriate Division, and/or OP| approvals? Yes | [ONo |[]N/A | Remarks:
9. Arethe CHP 43, Purchase Requisitions, _
competitively bid? X Yes | [INo |[]N/A | Remarks:
10. Does the CHP 315, Price Comparison Worksheet, Remarks: Missing CHP 315_0; one
. o emarks:
document at least two price quotations? K vYes | [INo |[INA Duithass HOWEEAIND PlicE.qUBIEs
were obtained and documented
11. Are Limited Competitive Bidding purchase requests _ o N
that limit or restrict the purchase to one specific (JYes | [JNo N/A g%’;’;gzumag??::uggg5\?;'{2"6
brand or model justified and in compliance with SAM made during the 12 months
35557 evaluated.
12. Are Limited Competitive Bidding purchase reguests .
for items that interface with existing departmental (JYes | [JNo |[X N/A | Remarks:
equipment in compliance with SAM 3555.37? '
13. Do Non-Competitive Bid (NCB) purchase requests .
contain the NCB justification and NCB Corrective OvYes | (ONo |[[X N/A | Remarks:
Action Plan documents?
14. Are items checked immediately for content and .
damage when delivered? K Yes | [INo | [JN/A | Remarks:
15. Is the “received copy” of the purchase order '
approved, dated, and forwarded to the Fiscal X Yes [ (JNo | [JN/A | Remarks:
Management Section (FMS), Account Payable Unit,
within three business days of receipt, if all items are
accepted?
16. Are freight and/or packing slips attached to the R ks 0 . ed
i emarks: ne purchase receive:
recel’\?xed copy of the purchase order and sent to KyYes | ONo |INA (Gun Safe) did not include freight or
FMS™ packing slip. Delivery was provided
by the seller.
17. I1s FMS provided a photocopy of the purchase order .
and any approved freight or packing slips as Yes | [ONo | [JN/A | Remarks:
acknowledgement that a portion of the order has
been received?
18. Is the original “received copy" retained by the .
command for completion and forwarding to the FMS | & Yes | [JNo | [ N/A | Remarks:
when the complete shipment is received?
19. Are Damaged items delivered by common carrier R ‘s Not ved b
: . P . emarks: O llems recelve Yy
acknowledged on the freight bill by the carrier's driver | []Yes | [JNo | X N/A e oW ety

before being accepted?

delivery
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
Purchases

20. Is Purchasing Services Unit (PSU) notified e
immediately by telephone, followed in writing either CJYes | [JNo | XIN/A gz;ac”fizri':‘;gfﬁhis'gznf;;ir:tis
by a memorandum or e-mail, requesting cancellation evaluated,
of the requisition or deletion of an item, if it is
determined that a commodity requested on a CHP 43
is no longer needed and a purchase order has not
yet been prepared?

21. Are open purchase orders periodically reviewed and .
investigated to ensure the orders are not opened for | X Yes | [JNo | [J N/ | Remarks:
an unreasonable length of time. (SAM 8422.0)

22. Are copies of the purchase requisitions and purchase .
orders maintained for three years after payment? Yes | [(ONo |[JN/A | Remarks:
(SCM Vol. I, Ch. 11, Topic 4)

23. Are decisions documented to create a paper trail )
documenting the basis of the decisions made forthe | [X) Yes | [JNo | [JN/A | Remarks:

purchase? (SCM Vol Il Ch. 2, Topic 11)

24. Are purchase orders split to evade competitive
bidding requirements or to circumvent the OYes | XINo | [JN/A | Remarks:
Department's delegated purchase authority limits?
{Public Contracts Code Section 10329)

Additional Remarks:

Additional information outlining purchasing policies and procedures in conjunction with departmental
guidelines are included in a facility clerical reference guide which serves as a quick reference.

All items evaluated were purchased subsequent to the purchase order and followed procurement rules
for small business and competitive bidding.

Copies of the CHP 43, Purchase Requisition, and purchase orders are maintained at the command in a
binder located in the administrative office. ltems purchased were received and are currently being
utilized for their intended purpose.

During the inspection it was noted the majority of items purchased utilized a Leverage Procurement
Agreement (LPA) which exempts the purchase or contract requiring a CHP 78V or CHP 78S. One
purchase involving a gun safe did not meet this exemption and did not contain a CHP 78V or CHP 78S
as required. It was determined to be an oversight and no improprieties existed regarding this purchase.
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Command: Division: Number:
Conejo |.F. Coastal 771
Evaluated by: Date:
Sgt. M. Lamons, #12339 10/22/2008
Assisted by: Date:
Linda Windt, Office Tech. 10/22/2008

INSTRUCTIONS: Answer individual items with “Yes"” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shail include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION Lead Inspector's Signature:

[] Division Level Command Level

[] Executive Office Level [] Voluntary Self-Inspection
FO”OW-Up Required: ] Follow-up Inspection Commander's Signature: Date:
[]Yes X No

For applicable policy, refer to: HPM 11.1, Chapter 23

1. Are multiple X Numbers awarded to the same vendor '
to circumvent the $4,999 contract limit? (JYes | X No |[JNa | Remarks:

2. Does all X Number file documentation contain the _

STD. 204 Payee Data Record? X Yes | [INo |[JN/A |Remarks:

3. Do X Numbers requiring a contract (i.e., janitorial or S NEWSEEERE C T
landscaping) have prior approval from the Business Yes | [INo |[XINA nfm;‘erf,'vere e ple: ol 1%_
Services Section commander? months evaluated

4. Are X Number requests made prior to the date the _
services are performed? B Yes | [INo |[JN/A | Remarks:

5. Are X Numbers issued for a one-time use? .

Yes D No D N/A Remarks:

6. Are prohibited services performed using an X ‘
Number? [] Yes No | [JN/A Remarks:

7. Are X Numbers used for the procurement of a _
service and not the purchase of a commodity? Yes | [ONo |[JN/A | Remarks:

8. Are X Numbers issued for telecommunications .
related services pre-approved by [(JYes | [INo |[[XNA E:r?gzrks' None noted for evaluated
Telecommunications Section? '

9. Do X Numbers used for facilities related services _

(such as roof repair, electrical) costing over $1,000 MYes | [JNo |[INA annT;g:ss'fgsi:Sf::gi fﬁ?:éiﬁt'i'e);'are
have prior approval from Facilities Section? required to be approved by Facilities
Section.

10. Do X Numbers issued for lapsed contractual .
agreements have prior approval by the appropriate (Dyes | [INo N/A s:rri';irks‘ HSNS [t foreyalusied
Assistant Commissioner? '
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INSPECTION CHECKLIST
Chapter 3, Command Procurements
X-Number Program

11. Do all X Numbers awarded to a non-small business _R feaBne nonssmall busThess
. . \ 7 emarks: One non-
vendor contain three price quotations? Yes | [JNo |[JN/A identified as sole source- Empire
Floor Machine
12. Do all X Numbers awarded to a small business .
vendor contain the small business certification from X Yes | [JNo | [JN/A | Remarks:
the Department of General Services (DGS)?
13. Does the file documentation contain the STD. 21 _
Drug Free workplace certification for X Number X Yes | [(JNo | []JN/A | Remarks:
vendors?
14. Do emergency service X Numbers document and .
justify the emergency? X Yes | [ONo |[JN/A |Remarks:
16. Is the itemized invoice for each X Number service .
maintained in the command's files? X Yes | [JNo |[JN/a | Remarks:

Additional Information:

Additional information outlining X-Number Service Request policies and procedures in conjunction with
departmental guidelines are included in a facility clerical reference guide which serves as a quick

reference.

All X-Number Service contracts were competitively bid when awarded to a non-small business vendor
and contained three quotations with the exception of one awarded to Empire Floor Machine. This
vendor was identified as a sole source for the service needed. All X-number service requests contained
the necessary and required approvals. Services were not rendered prior to the service request start

date.

Review of the X-Number Service file indicated all documentation was retained within the file for the
appropriate retention period. X-Numbers are audited quarterly by the commander.
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DEPARTMENT OF CALIFORNIA HIGHWAY PATROL s S e
COMMAND INSPECTION PROGRAM Conejo |.F. Coastal 771
INSPECTION CHECKLIST Evaluated by: Date:
Chapter 3, Command Procurements Sgt. M. Lamons, #12339 10/22/2008
Cal-Card Program | Assisted by: Date:

L. Windt, Office Tech. 10/22/2008

Page 1o0f2

INSTRUCTIONS: Answer individual items with “Yes" or "No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected

TYPE OF INSPECTION

Lead Inspector's Signature:

] Division Level X Command Level
[7] Executive Office Level [] Voluntary Self-Inspection
FOHOW-Up ReqUired: (] Follow-up Inspection Commander’s Signature: Date:

[]Yes X No

For applicable policy, refer to: HPM 11.2, Chapter 3

1. Are all employees associated with the use of the Cal- s der additional
Card program completing the CHP 78S, Conflict of [OYes | [INo N/A iF;g?niZt?én Oenep“a”geerza E2NE
Interest Statement, Employee, form? '

2. Are STD. 21 Drug Free Workplace certifications _
maintained within the Cal Card command file for X Yes | [ONo |[]N/A | Remarks:
each vendor utilized?

3. Are STD. 204 Payee Data Record forms maintained _
in the Cal Card command file for each vendor X Yes | [INo |[JN/A | Remarks:
utilized?

4. Are California Integrated Waste Management Board Remarks: Applicable purchases

H H N ema 3
Form 74 documents maintained for each vendor [JYes | [INo NIA | o through mandatory state
utilized? contracts requiring CIWMB Form 74.

5. If the vendor is a small business or DVBE is utilized, _
is the certification letter from the Department of X Yes | [JNo |[]N/A | Remarks:
General Services maintained in the file?

6. When fair and reasonable is utilized, is the fair and )
reasonable method documented and properly X Yes | [ONo |[JN/A | Remarks:
justified?

7. Are pﬁ?éﬁases split into multiple transactions in order _ -
to circumvent transaction purchase limits? OvYes | X No |[JN/A | Remarks:

8. Does the CHP 317 Cal Card Log fully describe the _
purchase? Yes | [ONo | [JN/A | Remarks:

9. Are bank statements reconciled with the CHP 317 '

Cal Card Log and the receipts/invoices? X Yes | (ONo |[JN/A | Remarks:
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COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Cal-Card Program

10. Is the CHP 317 Cal Card Log properly authorized

and maintained? Yes | [INo | [ N/A | Remarks:
1. Are credit invoices/receipts for returned items .
maintained with the bank statement? X Yes [(INo |[INA Remarks:

12. Do non-itemized purchase receipts/invoices
document the purchase by listing the commodity, X Yes | [ONo |[JN/A | Remarks:
quantity, and unit price of the item(s) purchased on
the bank statement.

13. Are Cal Cards maintained in a secure area?

Yes D No D N/A Remarks:
14. Are Cal Card purchases pre-approved by the .
commander? X Yes | [(ONo | [JN/A | Remarks:

15. Have all cardholders received training on the

Department's procurement processes? [(JYes | X No |[JN/A | Remarks:Noformal training

provided. Area training and review of
HPM 11.2 Chapter 3. CHP 317 Aon
file with Coastal Division

16. Are item(s) purchased with the Cal Card prohibited 4
" by departmental policy? OYes | XINo |[JN/A | Remarks:

Additional Remarks:

This evaluation covers a 12 month period from September 2007 through September 2008. In regards to
guestion number one, policy outlining the use of the CHP 78S, Conflict of Interest Statement, Employee
Form, is not contained in HPM 11.2 Chapter 3 covering Cal-Card purchases. Chapter 3 refers to
procurement procedures explained in HPM 10.3, Chapter 14 which refers to the CHP 18, Receipt of
Inconsistent and Incompatible Activities Statement permanently retained in the card users field file.
Policy covering the use of the CHP 78S, is covered in HPM 11.2, Chapter 7, Purchases. This chapter
was revised October 2008, outlining the use of the CHP 78S and CHP 78V. Additionally, these forms
are exempt when using a Leverage Procurement Agreement often associated with mandatory state
contracts such as for office and janitorial supplies (i.e. Grainger) which the majority of Cal-Card
purchases are made.

Additional Cal-Card purchase policies and procedures are located within the command SOP and in a
clerical duties reference guide. Cal-Card purchases followed procurement rules for small business and
competitive bidding and were pre-approved by the commander or designee. Acquisitions of the same
commodity were not separated into different orders to circumvent the dollar limitations.

Cal-Card records for the facility were maintained for the required retention period.
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STATE OF CALIFORNIA ——

DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Commarjd : Division: Number:
COMMAND INSPECTION PROGRAM | ConejoF. | Coasta Ll
INSPECTION CHECKLIST Sgt. M. Lamons, #12339 10/22/2008
Chapter 3, Command Procurements Assisted by: Date:
Contracts Linda Windt, Office Tech. 10/22/2008

Page 1of4

INSTRUCTIONS: Answer individual items with “Yes" or "No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the Exceptions Document shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up
Inspection, the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspecled.

TYPE OF INSPECTION

Lead Inspector's Signature:

[] Divisicn Level <] Command Level
[ 1 Executive Office Level (] Voluntary Self-Inspection
FO”OW-Up Required: (] Follow-up Inspection Commander's Signature: Date:

[ ]Yes > No

For applicable policy, refer to: HPM 11.1, Chapter 22

1.

Is a CHP 78 Contract Request used to initiate all

Remarks: Contracts initiated through

service contracts which are repetitive, regardless of [JYes | [JNo N/ | E s Saction for services and
the estimated dollar value? repairs to Inspection and Scale
facilities.
2. Is a CHP 78 Contract Request used for one-time Remarks: None for evaluated period
g 5 em :
services exceeding $4,999.99? [(OYes | [No | XINA from September 2007 thiough 2008,
3. Is the Office of Primary Interest (OPI) tracking _
numbering beginning with the requesting command OYes | [ONo |[XI N/ | Remarks:
three-digit location code used, followed by "CP" for
contract payable listed on the CHP 787
4. Is the performance of contract services monitored .
and documented? Yes | [INo |[JN/A | Remarks:
5. Are all copies of correspondence with the vendor .
maintained? X Yes | [ONo |[JN/A |Remarks
6. Are letters for contracts documented and maintained _
which outline any problems related to substandard or | [X] Yes | [JNo | [JN/A | Remarks:
nen-performance of the vendor?
7. Is the final product to be delivered described .
specifically and in as much detail as possible in the X Yes | [INo |[JN/A | Remarks:
CHP 787
8. Are allrequired levels of approval/signature obtained, _ o
including the required documentation and approvals | [JYes | [INo |[X N/a | Remarks:

for expedite and emergency contracts per HPM 11.1,
Chapter 22, before forwarding the CHP 78 or CHP
78A7

CHP 680F (Rev. 09-08) OPI010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chapter 3, Command Procurements
Contracts

Page 20of4

9. Are requests for contract services less than six
months from the anticipated start date of the contract
pre-approved by Assistant Commissioner, Staff, for
expedited processing?

[]Yes

[]No

X N/A

Remarks:

10. Is all work completed and accepted by the
Department before expiration of contract agreement?

X Yes

[J No

CIN/A

Remarks:

11. Are contract services performed according to the
quality, quantity, objectives, timeframes, and in the
manner specified in the contract (e.g., review
progress reports and interim products)?

X Yes

[ ] No

I N/A

Remarks:

12. Are invoices for payment reviewed and approved to
substantiate expenditures for work performed and to
prevent penalties being assessed?

X Yes

[JNo

CJ N/A

Remarks.

13. Are contract expenditures monitored to ensure there
are sufficient funds to pay for all services rendered
as required by contract?

X Yes

[ No

CIN/A

Remarks: Notification and approval
from Facilities Section.

14. Does the requestor verify the contractor has fuffilled
all requirements of the contract before approving the
final invoice?

Yes

[JNo

] N/A

Remarks:

15. Is the final invoice identified and approved, as
appropriate and forwarded to Fiscal Management
Section for payment?

X Yes

] No

CIN/A

Remarks: Through Facilities Section

16. Are all applicabte form sections of the CHP 78
completed?

[]Yes

I No

X N/A

Remarks:

17. Do emergency contracts document and justify a
sudden, unexpected occurrence that poses a clear
and imminent danger, requiring immediate action to
mitigate the loss or impairment of life, health,
property, or essential public services?

[]Yes

[1No

X N/A

Remarks:

18. Are all employees associated with the management
of a contract completing the CHP 78S, Conflict of
Interest Statement, Employee, form?

[] Yes

[ JNo

B N/A

Remarks:

19. Are problems concerning the contractor’s
performance fully documented in writing and made a
part of the contract manager's contract file?

] Yes

I No

N/A

Remarks: None made during the time
frame evaluated

20. Are contract amendment request dollar amounts
increased more than 30%?

7] Yes

[ No

N/A

Remarks:
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21

Is the length of the contract amendment request
more than one year?

] Yes

] No

X N/A

Remarks:

22

Are amendments requested before the expiration of
the original contract?

] Yes

] No

DX N/A

Remarks:

23.

Is a service contract on a CHP 78, Contract Request
initiated for any commercial meeting/conference
room rental which is expected to exceed $4,999.99 in
total cost?

[] Yes

[ ] No

X N/A

Remarks:

24.

Do conference room rental costs exceeding the $500
per day limit have pre-approval from Assistant
Commissioner, Staff?

[] Yes

[ ] No

X N/A

Remarks:

25.

Are California Department of Justice (DOJ) and
Federal Bureau of Investigation (FBI) fingerprint
checks and driver license checks conducted for all of
the following types of agreements:

(1) Avionics Maintenance and Repair
(2) Helicopter Maintenance and Repair
(3) Instructor Services (on-site)

(4) Janitorial Services

(5) Consulting Services

[] Yes

[ 1No

N/A

Remarks:

26.

Is a driver license check conducted for, but not
limited to, all of the following types of agreements, if
the contractor and/or specifically assigned personnel
are scheduled to be on-site for more than 30 days:

(1) Alarm and Fire Alarm Monitoring

(2) Camera Maintenance and Repair

(3) Carpet Installation

(4) Diesel Generator Maintenance and Repair

(5) Dishwasher Maintenance and Repair

(6) Elevator Maintenance and Repair

7) Fire Extinguisher Service

8) Garage Door Maintenance and Repair

9) Graphic Arts Equipment Maintenance and Repair
10) Heating, Ventilation, and Air Conditioning Service
(11) Laundry/Linen Service

(12) Office Machine Maintenance and Repair

(13) Painting Services (interior of facility)

(14) Plumbing Services
(
(

(
(
(
{

15) Scale Maintenance and Repair

16) Steam Cleaning Services (Carpet, not scales)

(17) Telephone Services (cellular, satellite, and regular)
(18) Television Equipment Maintenance and Repair

(19)Uninterruptible Power Supply Maintenance and Repair

(] Yes

[J No

X N/A

Remarks:
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27.

Are all driver license and fingerprint information
forwarded to Contract Services Unit (CSU), along
with the contract number for retention after
Commander review?

(] Yes

I No

X N/A

Remarks:

28.

Is CSU advised by the command to determine if
adverse information discovered is grounds for
canceling the contract (i.e., adverse driver license
and/or criminal history information is received
regarding the contractor or the contractor' s
personnel)?

(] Yes

I No

X N/A

Remarks:

29.

Are all invoices, records, and relevant documentation
maintained for three years after the final payment of
the contract?

X Yes

[J No

L N/A

Remarks:

30.

Is a log sheet maintained for a diary of activities
related to the contract?

(] Yes

X No

[ N/A

Remarks:

31

Is a computer file prepared for all contracts
administered?

[]Yes

[1No

< N/A

Remarks:

32.

Is a spreadsheet prepared listing all expenditures?

X Yes

[JNo

(] N/A

Remarks:

Facility Invoice Log

33.

Is the notification to the contractor documented for
the start date for services to begin?

[] Yes

[INo

N/A

Remarks:

34.

Is the contractor contacted to determine if all invoices
have been received in order to oversee the
completion of the contract?

(] Yes

] No

N/A

Remarks:

35.

Do consultant services contracts of $1,000 or more
contain detailed performance criteria and a schedule
for performance? (SCM Vol. |, Ch. 3, Section 3.02.1)

(] Yes

[ ] No

DX N/A

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Evaluation form for consultant contracts?
(SCM Vol. |, Ch. 3, Section 3.02.5)

[]Yes

[1No

X N/A

Remarks:

37.

Does Contract work only begin after approval of the
final contract? (SCM Vol. 1, Ch. 4, Section 4.09)

X Yes

[ No

1 N/A

Remarks:

38.

Are the requirements for Government Code Section
19130 (a) or (b) documented and justified for

personal service contracts? (GC 19130 & SCM Vol. |,

Ch. 7, Section 7.05)

[ Yes

[J No

X N/A

Remarks:

39.

Are any contract payments made prior to the final
approval and execution of the contract? (SCM Vol. |,
Ch. 4, Section 4.09)

(] Yes

X No

LI N/A

Remarks:
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STATE OF CALIFORNIA Command. Division: Chapter: Three
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Conejo |.F. Coastal

COMMAND INSPECTION PROGRAM Inspected by: Date:
EXCEPTIONS DOCUMENT M. Lamons, #12339 10/22/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

(TYPE OF INSPECTION [] Corrective Action Plan Included
L -
[] Division Level Command Level [J Appeal Included
[] Executive Office Level [] Attachments Included

Date:

Forward to: Commander's Signature:

Follow-up Required:

[] Yes X No

Due Date:

peCti n

tr In

Inspector's Comments Regarding Innvative Practices:

Each procurement process requires similar documentation, procedures and approval for both purchases
of commodities and obtaining services. Each procurement process has different exemptions and
prohibited purchases. As such it would be beneficial to develop a Redi-Reference Check List containing
guidelines and requirements for each process to help eliminate confusion and save time spent referring
back to policy which is contained in different manuals and chapters as well as different laws and
regulations.

Command Suggestions for Statewide Improvement:

Inspector's Findings: _J

The Command Inspections Program Manual was published on October 1, 2008. Inspection Checklists
included questions regarding recently revised policy and procedures for procurements. Such as the use
of the CHP 78S and CHP 78V which was included in the revision to HPM 11.2, Chapter 7, Purchases,
dated October 2008. This created some discrepancies during the audit conducted for the 12 month
period of September 2007 through September 2008. The Chapter Three Inspections indicated
procurements at the facility were within policy and procedures at the time they were initiated.

CHP 680A (Rev. 09-08) OP| 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Divisien: Chapter:
Conejo |.F. Coastal Three
Inspected by: Date:
Page 2 M. Lamons. #12339 10/22/2008
[ Commander's Response: |
[ Inspector's Comments: ]

Regarding contracts, although no problems were identified concerning contractor’'s performance during
the period the inspection was conducted it was noted prior problems had existed. Despite problems as
well as complaints being reported and documented there was no action taken against the contractor
therefore there were no incentives for the contractor to improve services. Performance evaluations
should be conducted on a regular basis including a final evaluation at the end of the contract. These
should be utilized when the same contractors bid for a new contract.

' wrdln _

rre

orrective Action Plan/Timeline

N/A

CHP 680A (Rev. 09-08) OPi 010



BTHTE OF CAEORME
DEPARTMERT OF TALFORNIA HIGHORY PATROL TOEmEIT VTR T TRummn=;
INSPECTION PROGRANM SANTA CRUZ | COACTAL, 220
Chapter 4 Svaluated oy Bt:1-N
Fiscal Conrode SET K, LJIALLACE 12-21- Q¥
ABSIstEd LY. - Dt
SeT S SciReRT 12-31-0F

SRSTRUCTIONS: Answerimdividuai itemms with “Yes’ or "No" answers, o % in the bianis as indicated. Any discrepancies with pelicy,
appicable iega’ siatyes, or deficensies noted in the mspecions shal: be surmented on via ihe "Remaks” seoven. Addifionaly, such
diserepancies andier defoiencées shall b= documentze on an Exceptiens Docsment and agoressed to fhs nexd evel of tommand.
Eurtnemore. by memorandum shat inciude any folbew-up andlor someciive action(s) taken, ff trs form is usec a5 a Follow-up inspection.
Fhie “Follow-ug Inspeciion” ke, shall be marked ang only defcient ilzms nesd to be re-inspectad,

 mm s Leat Imepeciars Sigascure;
T OF FERECION

[T Diwision Level Commard Leved WM JM

[} Dffice of Inspechions [] vokustary Sef-inspeciion

Foliow-up Required, RORIMARCRTS Blgaasre

Yar [ ] No [ Follow-Up Inspection oy

W

//Z'//‘/v/h%z(/ Y
A

For applicshle policies, refer to Stete Administrative
Manual {S&M), HPM 111, Chapter 4, and HPK 112,
Chapter 2.

%, 1s manapement actively imvoived in reviewing and
approving paperwork related to receiving ard M ves | [Clho
prepanng sollections 7
Daes the command have Standard Operating
Procedures (SOP) to provide necessary guitelines [ ves | BQMo | [ mim | PEmaKE
for owerall managemend and accoourtabilisy of
receiving end preparing collactions?

3. Doesihe command have sdequate separaiian of
duies for collections received? wes | [] Mo

D I i Remare.

r2

4. Dmes the commeand heve adeguate separaiion of
duties for the cash Frceipt Eroppss? P wes | [ ]ho

& s agmess to the safe andior weult spproprigtely o
resiteted? []¥es | []Ho g, | FEmEnkKS:

[ pygs, | FETKS:

8. Does  record exists wiich jdentifizs who has aseess
izhe safe andior vauli and when changes in acoess | [] Wes | [ Mo
oo

X bisp, | REmARS.

7. Wasdhe loch cambination changed when an sxeess
nurmber of employess were awase of fhe ) ves | Mo
carvbination, irensfemad oui of the Ares, or no longer
FEQUIrSs Spcessy

oy PEMAKS.

& isthe sate securely snokored fo the building?

[ ]ves [:lpan B his, Remans

o, Are weakly transmitis! reporis prepared in

aocordanes with departmaenial poficy? B4 ves | [JMo | []NA REMANG

10, Is the weekly transmittal reporis ) submiited 1o Fisoa o
Management Sactior {EMS) within fve weeking days | K es | s | 0w, | Femake
fellowing the wesk covered by the report?

Uil - 8075 fH e AR DI P



STATE OF CAFFORMLA .
DERKRTHMENT OF CALIFORNIS HIGHGIRY PATROL

INSPECTION PROGRAM
Chapter 4
Fizcal Conireis

1. Pees the command supmit the follawing forms
with the weekly transmittal when spplicabla? [ ves
M3 CHP 288, Baje of Discarded Tiresldunk
BatteriesiUsed Rotoss,
2 (CHP 38, Evidencs/Property Peceipt/Repan
{Unciaimed Property).
)y ST B34, absance and Addiions) Tiene Worked
Report, for jury dusy.
Y GHP 221, Mabeinus Damage Report.
Y GHP 484, Traffic Comral Cast Estimate -
Adwvance Depasit,
#81 Civil subposna.
43, is A memorandusn for cash shortsges preparad f
FIERESSETY T
%3. Does the command emsure the informiadion written en
e counter receipd is compiste and legible?
94, Was & counter seceipt issued for eash wimess fes
deposi received?

o | e | Remams
Y ONLY

ey

s
[

L3

B

)
wn

[Oves | [lwo | X i | R4 yone vecesCary

wes | [IMp | [ mia, | REmanks

B ves | o | [ e | Remame
75, Wies & counter receipt issued for geach movie,
wide-load, and special event details)? B ves | [ltp | [ pra | REmamke
38, Was sach courder receipt issued for #&ch saile, .
inciuding the sale of discarded fires, junk batteries, O ves | [JNo Mg, | FEMARE
used rots, and eiher cash repeived? STATE. CONTRACT
5T. 15 szizs tas added to items thal are not for resale?

[Jves | [JNo | B nisn | Femams

R ves | o | 0w | B

18, Ane alf courter reeaipts pre-mumibered snd fssuved in

numerkal sequempe?

30, Vitere transfers of counter receipt hooksioardilicates
between fiskl commands reported om & CHP 2564, | B Yes | [JNo | [ mes | FEmams
Credit Tlemu - Mor- Equipmrent?

20. 1s the 5TFC-438, Diskursemeni Woucher, properiy
suthorized and sempletet o supprrt sxpendiure? [Jyas | [JMNo | P M

21. aneithe CHF 284, Petty Cash Replemishraent

Reguests, compleded 8t least monihly if over 846.00, yes | [ Me
guzrierly it under 318,00, and on June 30 of sach
fisgal vear?

. 5. the GHP 264 properly asthorized?

FEMANKE

RJJ.

Vg [] Ko [ kA Femannks,

vas | Mo | [ ree | FEMES

. Broes dhe todal amaowuni of cash, reseipts on kand, and
receipts in framsit squal the total of pethy caskh asd
change fumds?

. Isthere documantstion to support parodic reviews of

‘peity cash and change funds parformed by the
commander ar desipnated person?

. Mire oversges and shorigges of the pediy cash
funsds reporied to Fiseal Management Secfion?

2
[d5)

®

B ves | [ro | I Mia Remarks:

-3
o

ves | [ | [ Mia | FEmans
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DEPKRTIERNT OF SHUFGRINI FIGHMAY PATRC:
INSPECTION PROGRAM
Chapter 4

Figeal Controis

28. Were chanpge funds used 1 cash checks, money

proers or cashiertnseelers cheehs?

[T ¥es

X o

[ iy,

Femarks:

7. #re change funts over 5100 and potly cash funds

ower H200 kept in & safe, vamlt, or mongy chest
adequate to saiegusrd cashY

Yes

[Jno

[ Mk

FEMATRE

8. Are all pehy cash puncheases under B507

Yops

[ ] ro

[ ] Mia

Remake

. Is petty eash used fo punshase prohibited ftemns?

[ ] Yee

Mia

[ e

FEMHAME

30.

Digd the command crcurawent the dofiar finvtaton by
spitiffirgy the purchase?

[ ves

X 1o

[ s

FRETAME

KA D

is 8 pefdty cash custodian designated by the
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Yer

[ rdo
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STATE OF CALIFORNIA .
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 1

[ Command: | Division: { Chapter:
Santa Cruz | Coastal | 4
Inspected by: | Date:
Sgt. Wallace, #13413 | 12/31/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:” enter the next ieve! of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION

] Division Level [X] Command Level

[] Executive Office Level

Corrective Action Plan Included
(] Appeal Included
Attachments Included

Forward to:

Follow-up Required:

Commander's Signature:

Yes [J No

Chapter Inspect

Due Date; ,7-2/-#5

Inspector's Comments Regarding Innovative Practices:

,,V;/

/ NS At

Date:

SR -F1F

None

| Command Suggestions for Statewide Improvement:

Increased availability of Inspection Checklists

[ Inspector's Findings:

Area does not have SOP for management and accountability of receiving and preparing collections.

Area has not submitted the CHP 221, Malicious Damage Report with the weekly transmittal when

necessary.

| Commander’s Response:

| have read and understand the inspection findings.

[ Inspector’'s Comments:

None

CHP 680A (Rev. 09-08) OPI 010




SEPAFIMENT OF GALIFORNIA HIGHWAY PATROL gm”][a”dé g‘”sw”j[ I' Zhapter : ’
COMMAND INSPECTION PROGRAM (2208 =TdZ oas’a o
EXCEPTIONS DOCUMENT Sgt. Wallace, #13413 12/31/08 J
Page 2

iREquiTeH Avtion sl

Corrective Action Plan/Timeline

No later than February 1, 2009, area will establish SOP for management and accountability of receiving
and preparing collections.

No later than February 1, 2009, support staff will receive training ensuring applicable forms, including
CHP 221(s), Malicious Damage Repori(s), are attached with the weekly transmittal.

e Lk CHE A

ppeals shall lbelfiledwithin 1ive (5) business days of the.c

Commander's Basis for Appeal:

Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector's Signature: Date:

Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 08-08) OPi 010



ANNEX A

INSPECTION CHECKLIST - FISCAL CONTROLS

Page 10f3
STATE OF CALFORMA
DEPARTIENT CF CALFORNIA MGHWAY PATROL Number:
INSPECTION PROGRAM
Chapter 4 Dale!
Fiscal Controls £~/00G

INSTRUCTIONS: Answer individual ilems with "Yes” or *No™ answers, or il in the blanks as indicated. Any discrepancies with pokicy.
appicable legal statues, of deficencies noted in the nspections shall be d on vla the "Remarks™ section. Additonaly, such
discrepancies andloc defciencies shall be di d on an Exceptions Document and addressed b the next level of command.

Fung 07, e Merr Jm shalk inchude any follow-up andlor comective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection’ box shall be marked and only deficient iems need (o be re-inspected,

TYPEor duarecnoN
7] Division Level [I-edimmand Lavei
[0 Office of Inspections O Voluntary Sef-Inspection

Follow-up Requized. e

[ Yes No O Follow-Up Inspection !.{—/f 7/2[._!:1:_;

For applicable policies, refer to State Adminisirative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2. *
1. Is manag it actively involved in reviewing and
approving paperwork related to receiving and [Mes | OINe | O nea | Remane
_preparing collections?
2. Does the command have Standard Operafing ;- .
Procedures {SOP) to provide necessary guidelines [HYes | [ONc | ] A | Remads:
for overall t and tability of

)

receiving and preparing collections?

3. Does the command have adequate separation of

duties for colleations received? fes | [no | [Jnea | Remams:

4. Does the command have adequate separation of & )
duties for the cash recei £s5? [des | [Ing | [Jiva | Remans

5. Is access 1o the safe and/or vault appropristely —
restricted? [ves | CINo | [Oria | Remans S 957

8. Daes a record exists which ientifies who has access )
10 the safe and/or vault and when changes inaccess | [JYes | [JNo | DM | Remame 2y Vral
occur? 3£ 457

7. Was the lock combination changed when an excess )
number of employees were aware of the Oves | OONo | [Dwa | Remare
combination, {ransferred oul of the Area, or no longer 5,'(‘/ M

requires access?

8. 1Is the safe securely anchored to the buitding?

[¥es | [Ino | [ nia | Remans:
€. Are weekly t ittal reports preparad in

accordance with departmental polic [i¥es | [INo | [] N | Remans
10. 1s the mly transmitial repori(s) su?ﬁmed to Fiscal !
Management Section (FMS) within five working days | [D¥es | [INo | [J A | Remans:

| following the week covered by the report?

TP 3900 (Rev (8-08) O D30
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ANNEX A

EXCEPTIONS DOCUMENT (continued)

STATE OF CALQIRMIA
DEPARTIENT CF CALFORNA RIGHANAY PATAGL Comrmang TR, Thapler

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT
Page 2

InEpECted Uy Dale

Commander's Response:

[Inspector's Comments.

Required Achon

Correclive Aclion PlanfTimeline

EHIMLAL ey, B ) £

HPM 22.1 1-16



ANNEX A

EXCEPTIONS DOCUMENT (continued)

STATE OF CALIFORNIA

OEPARTIMENT OF CAUFCRMIA HIGHNAY PATROL AT TaReR Thapler
COMMAND INSPECTION PROGRAM ’ ‘

EXCEPTIONS DOCUMENT “nspEGies oy Dalz
Page 3

Appeal Process: (Appeats shall ke fited within five (5) business days of the completed chapmer inspectian).

Commander's Basis for Appeal

| Appeal Review/Decision. (This shaif be the oniy level of appeal).

Lead INep2clore Syralure

Reeponcing Commander’s Sgralure (el sppeal); Dale

Oril B2 s LU0 CHADYS

1-17 HPM 22.1
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Page 10f 3
STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL " Command: Division: Number, : T :
INSPECTION PROGRAM Gilroy IF Coastal 726-08-004 i
Chapter 4 Evalusted by! Dats: :
Fiscal Controls M. O. Delaney _ 01/06/09 |
Assisied by. Date;

INSTRUCTIONS: Answer individual ltems with “Yas" or "No"

applicable legal statues, or deficiencies noted in the Inspections shall be commented on via the

hall be documented on an Exceptions Document and addressed to the next level of sommend,

up and/or cotrective action(s) taken. {f this form is used as a Follow-up Inspsction, ii_
_ i

digcrepancies and/or deficiencies s
Furthermore, the memorandum shall Include any follow-

answers, o fill in the blanks as indicated. Any discrepancies with policy,
“Remarks" section. Additionally, stich

H

the *Follow-up Inspection” box shall be marked and only deficient tems need to be re-inspacted.

T

TYPE OF INSPECTION
[] Division Level X Command Level

[J Offige of Inspections [] Voluntary Self-Inspection

Commander's Signature!

Lead Inspector's Slgnatura!

<’
e

Dats:

Follow-up Required:

[]Yes No [ Follow-Up Inspection

27 O s Nl

01/06/09

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.

1. Is management actively involved in reviewing and _ R
approving paperwork related to receiving and Yes | []No N/A f;;;‘:;k; Z“u‘ii'r'fé;’?n"zkﬂ"écﬁfﬁhm =
preparing collections? Only caliectlons made are witness fee

deposits for civil supoenas.

2. Does the command have Standard Operating ,

Procedures (SOP) to provide necessary guidelines | [1Yes | [JNo N/A | Romarks: fo"u"t:.'r'\tgld‘;f:k';°é;:;'mo "
for overall management and accountability of Nc'f S0P required.y ' u
receiving and preparing collections? |

3. Does the command have adequate separation of i
duties for collections received? B Yes | [INo | [JN/A | Remans: ;

4. Does the command have adequate separation of 6. " p i
duties for the cash receipt process? X Yes | [JNo | [JN/A | Remarks: f

5. s access to the safe and/or vault appropriately Remarks: Facllty doas not ha
restricted? ‘ D Yes D No @ N/A s:fg}iausﬂ. A siania lockbox I: ?.a:ad. E

6. Does a record exists which identifies who has access o !'
to the safe and/or vault and when changes in access | []Yes | [[JNo | [XINA f;g}:‘;“jt Faoilly does nothave s f;
oceur? ' ) {

7. Was the lock combination changed when an excess B 1
number of employees wers aware of the [(Jvyes | [JNo N/A | Remarks: Facility doss not have & i
combination, transferred out of the Area, oF no iohger b
requires access?

8. Is the safe securely anchorsd to the building? i

[ Yes D No N/A :!Befrar}:mﬁ;.Facnlty toes not have a Li

9, Are weekly transmittal reports prepared in L
accordance with departmental policy? X Yes | [ONo | [ N/A | Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | [0 Yes | [ No | [ N/A | Remene:

following the week covered by the report?

CHP 880G {Rev. 08-08) OFI 010




Page 203

STATE OF CALIFORNIA
* DEPARTMENT OF CALIFORNIA HIGHWAY PATROL .
INSPECTION PROGRAM ;
Chapter 4 :
Fiscal Controls |
|
[ 11, Does the command submit the following forms s:
with the weekly transmittal when applicable? Yes | [JNo | [N/ | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk -
Batterles/Used Rotors,
(2) CHP 36, Evidence/Property Receipt/Réport 1
(Unclaimed Property). |
(3) 8TD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(3) CHP 464, Traffic Control Cost Estimate -
Advanee Deposit.
. (B) Civil subpoena.

12. Is @ memorandum for cash shortages prepared if
necessary? ) CYes | [INo | BJ Nja | Remarke:

13. Does the command ensuyre the information written on’ _
the counter receipt is complete and legible? [dyes | [INo | [ Nia | Remarks: Nane reported

14, Was a counter recelpt issued for each withess fee
deposit received? XK Yes | [JNo | [N/ | Remarks

15, Was a counter receipt issued for each movie, .
wide-load, and special evant detail(s)? [JYes [T No | [gN/A | Remarks: Nosuch details

16. Was each counter receipt issued for each sale,
including the sale of discarded tires, Junk batteries, Clves | [INo | BJ N/A | Remarks: No such sales
uged rotors, and other cash recelved? i

17. Is salas tax added to itams that are not for resale? i

CJYes | [INo | DI N/A | Remerks: 3

18. Are all-counter receipts pre-numbered and issued in |
numerical sequence? Yes | [INo | [JN/A | Remarks {

19. Were transfers of counter receipt books/cartificates I;
betwaen field commands reported on a CHP 266A, | [JYes | [JNo | [XINia | Remarks: Notransfere on record |
Credit Memo - Non- Equipment? :

20. Is the STD 4309, Disbursement Voucher, properly L
authorized and complsted to support expenditure? [JYes | [JNo | X N/A | Remarks: No non-itemized receipts

21." Are the CHP 264, Petty Cash Replenishment ' : }
Requests, completed at least monthly if over $10.00, | [ Yes | [JNo | [J N/A | Remarks: ;
guarterly if under $10.00, and on June 30 of each , . l}
fiecal year? |

22, 18 the CHP 264 properly authorized? )

Yas ‘:, No D N/A Remarks;

23. Does the total amount of cash, receipts on hand, and Remarks: Petty cash fund only
receipts in transit equal the total of petty cash and MK yes | [LJNo |[JNA ’“I"a’ d"D ) , '
change funds? myuy #s not malntalh & chanpe

24. [s there documentation to support periodic reviews of

© petty cash and change funds performed by the Yes | [INo |[JN/A ?“;:f:”‘j;f:%f;i’,‘n’;‘;’l‘: :”"g"
commander or designated person? o i

25, Are overages and shortages of the petty cash

funds reported to Fiscal Management Section? [T Yes | [JNo N/A g‘(’:’mm* geioversgasishiorages of

CHP 680G (Rev, D8-08) OP| 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page Jof3

26. Were change funds used to cash bhecks, money

orders or cashiet/travelers chacks? [(JYes | X No | []N/A | Remarks:
27. Are change funds over $100 and petty cash funds ,
over $200 kept in a safe, vault, or money chest CIYes | [JNo | [ N/a | Remarks: Pety cash fund of $200
only, Faclity dogs nol maintain a
adequate to safaguard cash? change fund.
28. Are all petly cash purchases under $507
IXJ Yes D No D N/A Remarks:
29. Is petty cagh used to purchase prohlbited ltems?
[1Yes | K No | []N/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [JYes | RINo | [JN/A: | Remarks:
31. Is a petty cash custodian designated by the
commander? I B Yes | [JNo |[JN/A | Remarks:

1P BROG (Rev. DA-08) OPI 010




@8/19/2089 ©8:07 4886837263 CHP GILROY I F PAGE B2

B0 Ee b "Commang: ’ Bivision "Chapter-
DEPARTMENT QF CALIFORNIA HIGHWAY PATROL Gilro I' £ Coasfal 4

COMMAND INSPECTION PROGRAM e - .
EXCEPTIONS DOCUMENT LM. Q. Delaney 08/19/09

Page 1 of 2

number of the inspection in the Chapter iInspection number. Under "Forward to:" enter the next level of command where the document
shall be rovted 10 and its due date, This document shall be wlilized to document innovative practices, suggestions for statewide
improvement, identifled deficlancies, corrective action plans, A CHP 51 Memorandum may be used if addilional space is required.

TYPE OF INSPECTION Total hours expended on the () Corrective Action Plan Included

[) Division Level Cornmand Level inspection:
Attachments Included
(] Executive Office Level 2 .

Follow-Lp Required:

Forward to:

Due Date:

X No

Inspector's Comments Regarding Innovative Practices: T

None

| Command Suggestions for Statewide Improvement: e

None

[inspector's Findings:

Procedures were in compliance with policy.

T

[ Commander's Response. X Concur or || Do Not Concur (Do Not Concur shall document basis for response)

i" fhéﬁector"s Comments: Shall address non concurrence by commander (é.'g., ﬁndings revised, ﬁndinés unchanged

N/A

CHI 6804 {Rov, 02-09) OP1 010
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@8/19/2809 88:87 4886837263 CHP GILROY I F PAGE
Séﬁﬁniﬁﬁgmomm HIGHWAY PATROL E.:.rlnma"d: ] Oisien: | Chagear
COMMAND INSPECTION PROGRAM -2y LF.  [Coastal |4
EXCEPTIONS DOCUMENT | M. O. Delaney 08/19/08

Page 2 of 2

None
(' ] Employee would like to disouss this report with | COMMANDER'S SIGNATURE ' TR e
the reviewer, : P

| . {See HPM 9.1, Chapter 8 for appeal progedures.) | _//;7 [ /Ljé:%”ﬁm‘f &7 05

INSPECTOR'S SIGNATURE = ™ """—'—~—|-5ﬁg = RIS -
BV A7 P r Y
' (] Reviewer discussed this report with | REVIEWERS SIGNATURE ~ 77—~ ["pafE <y
. employes
[ OConeur ~ [JDonotconcur |

CHIrN 8804 (Rov. 02-08) OPI 010



0871872009 16:04 FAX 18314242117 CALIFORNIA HIGHWY PATROL do12/014

Page 10f3

STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T ST T
INSPECTION PROGRAM Monterey Coastal 730
Chapter 4 Evaluated by: Date:
Fiscal Controls Lt. E. L. Jennings, #12235 12/31/2008

Assisted by: Date:

Office Technician S. Ornelas 12/31/2008

answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted In the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancles and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memerandum shail include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,

the "Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

INSTRUCTIONS: Answer individual jtems with "Yes" or “No"

'TYPE T Lead Inspactor's Signature:
(] Division Level ] Command Level
, L
[] Office of Inspections [ Voluntary Self-Inspection Erio L
Follow-up Required: | CommanderS Signatl Forz | Date
] Yes No ([ Foliow-Up Inspection 12/31/2008
] L
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2. )
1. Is management actively involved in reviewing and
approving paperwork related to receiving and Yes | [INo [[JN/A | Remarks
preparing collections?

2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines XK Yes | [JNo | [JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?

3. Does the command have adequate separation of :
duties for collections received? K Yes | [JNo | [JN/A | Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes | [ONo | [JN/A | Remarks:

5. Is access to the safe and/or vault appropriately _
restricted? Yes | [INo | [[JN/A | Remarks:
6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [X Yes | [JNo | [JN/A | Remarks

occeur?
7. Was the lock combination changed when an excess
number of employees were aware of the Yes | [(JNo | [JN/A | Remarks:

combination, transferred out of the Area, or no longer

requires access?
8. Is the safe securely anchored to the building?

X Yes | [JNo |[JN/A | Remarks:
DN/A Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [ONo

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X Yes | [JNo | [ N/A | Remarks:

following the week covered by the report?

CHP 880G (Rsv. 09-08) OP| 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [ Yes No | []N/A | Remarks:
27, Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest CJyes | [ONo N/A ﬁ:‘;‘;ﬁ‘&a’:}ﬁ‘:gﬁn’;‘:‘l‘:ﬁs"°t oxcaeded
adequate to safeguard cash? '
28. Are all petty cash purchases under $507
X Yes | [INo | [JN/A | Remarks:
28. s pelty cash used to purchase prohibited items?
[ Yes No | CJN/A | Remarks:
30. Did the command circumvent the doliar limitation by ;
splitting the purchase? [ Yes No | [[] N/IA | Remarks:
31. Is a petty cash custodian designated by the
commander? | B Yes | [JNo | [JN/A | Remarks:

CHP 880G {Rev. 00-08) OP1 010



SEARTMENT OF CALIFORNIA HIGHWAY PATROL . IS Chapter:
COMMAND INSPECTION PROGRAM [ Monterey Area | Coastal Div.
EXCEPTIONS DOCUMENT Sam Dickson, LT. 12/31/08
Page 1 of 2

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under "Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

[C] Corrective Action Plan Included

TYPE OF INSPECTION Total hours expended on the

[] Division Level Command Level | Inspection:
[] Attachments Included
[[] Executive Office Level 2
Forward to: Coastal Div.

Follow-up Required:

Due Date: 12/31/08

[] Yes No

S e e O

Inspector's Comments Regarding Innovative Practices:
None

| Command Suggestions for Statewide Improvement:

None
|

[ Inspector’s Findings:

None
| Commander’s Response: [X Concur or [] Do Not Concur (Do Not Concur shall document basis for response) ]

IS0 .

S ATTACsrND  CTethersy”  Kane ch 4

Inspector’s Comments: Shall address non concurrence by commander (e.g., findings revised, findings unchanged, 7

etc.)

CHP 680A (Rev 02-09) OPI 010



Division: Chapter: '_l

DESA e O CRRIATI AR MOmang:

DEPART )

COMMAND INSPECTION PROGRAM [ Monterey Area | Coastal Div.
EXCEPTIONS DOCUMENT Sam Dickson, LT. L2V ’
Page 2 of 2

-'e.q'uir_e_d- Action: .

Corrective Action Plan/Timeline

None

o
“D Employee would like to discuss this report with CDWERnyATURE DATE
the reviewer. .

(See HPM 9.1, Chapter 8 for appeal procedures.) ) /0"’—‘ z(‘/b/"—" 9

( PNSPECTOR‘S/-S?NATURE DATE

yay
(f—\J, p, N g-/¥ 09
REVIEWER'S SIGNATURE

DATE j

employee
D_ Concur [T] Do not concur

If] Reviewer discussed this report with

(HP RANA (Rav (12-09) OPI 010



STATE OF CALIPORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY P

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 1of3
pRGL Command: Division: Coastal Nurnha_’r:
King City 713j~ 0§ - oo
Evaluated by: Date:
M. Mann 11/05/2008
Asslsted by Date:

e ey e e e —— e

INSTRUCTIONS: Answer individual ite!
applicable legal statues, or deflclencies

digerepancies and/or deficiencies shall \r
(

Furhermore, the memorandum shall in
the "Follow-up Inspection” box shall be

ms with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
notad in the inspections shall be commented on via the "Remarks” section. Additionally, such

¢ documanted on an Exceptions Document and addressed to the next level of command.

lude any follow-Lp and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
marked and only deficient ftems need to he re-inspected,

Lead Inspector's Signature:

1YPE OF INSPECTION
(] Division Level jiCommand Level
(7] Office of Inspections (] Voluntary Self-Inspection
Follow-up Required: B BEs
[ Yes No | Follow-Up Inspection Wdg o8
For applicable policies, refer to §tate Administrative
Manual (SAM), HPM 11.1, Chaplter 4, and HPM 11.2,
Chapter 2. :

1. Is management actively invplved in reviewing and Remarks: Commandar or his
Sfep;gmgg fjﬁg?:rﬂy«éon;k;elated to recelving and Yes | [INo | CIN/A | e involved.

2, Does the command have Sjandard Operating Remarks: Job desorlptions
Procedures (SOP) to provide necessary guidelines | [ Yes | [JNo | [J N/ | Remarks: Jobdeee piiens.
for overall management and accountability of
receiving and preparing collections?

3. Does the command have aflequate separation of R —

. ' ' v '
duties for collections receivipd? Yes | [INo | LIN/A | (2 and chacks to clerical staff,

4. Does the command have agequate separation of Res Clerionl steffFETEh BREF
duties for the cash receipt pfocess? () Yes | [JNo N/A | Ramarke, Sloroal statl procese cas

8. s access to the safe and/oif vault appropriately e .
restricted? Yeas CINo | [ONA Ec?mmri;la:&ﬁl‘;\élﬁia1ca Officer (EQ) and

6. Does a record exists whichidentifies who has access Remarks: Office safe is in evidence
E;Oc g:l??safa and/or vault andiwhen changes In access B Yes | CINo | CIN/A | oo o tion is used.

7. Was the lock combination ghanged when an excess Remarke: Hles ot oogurred. Safe
nhumber of employees were aware of the [Jves | [INo | [XINA | RoTEle Fon ine for use. Key had
combination, transferred olt of the Area, or no longer to be ordered. Only EO and
requires access? commander have combination.

8. s the safe securely anchony“zd to the building? . 0 -

Yes No N/A ‘

9. Are weekly transmittal repaits prepared in Ramarks:
accordance with departmerital poficy? R ves | [INo | [JN/A | Remars

10. s the weekly transmittal report(s) submitted to Fiscal RRr
Management Section (FMS)) within five working days | [X] Yes | [ONo | [IN/A ol

by the report?

following the week covered

CHP 889G (Ruv, 06-08) OFI 010




5TATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY F.

INSPECTION PROGRAM
Chapter 4
Fiscal Controls

ATROL

Page 20f3

11. Daes the command submit

he following forms

Remarks; If applicable they would be

F with the weekly transmittal when applicabla? Xves | [INo | CINA . \
(1) CHP 265, L ale of Discapded TiresiJunk il e
Batteries/lUsed Rotors.
(2) CHP 36, Evidence/Propjerty Receipt/Repart Money order
(Unclaimed Property). Counter reclpt
(3) STD 634, Absence and{Additional Time Worked
Report, for jury duty,
(4) CHP 221, Malicious Dajnage Report.
(5) CHP 464, Traffic Contrgl Cost Estimate -
Advarce Deposit,
(6) Civil subpoena.
12. s a memorandutr for cash Bhartages prepared if
necessary? ges prep D Yes D No g N/A 5::&;2(;: No cash shortages have
13. Does the command ensurefthe informatlon written on B
the counter receipt is complete and legibie? Yes | [INo | [N | Remarks:
14, Was a counter receipt issugd for each witness fee _ Renarks: Recsipt number is entered
deposit received? X Yes | [JNo |[JNA o'frg}eﬁ‘:ubp%‘fr:g i 1S entere
15, Was a counter receipt issued for each movie, ; ‘
wide-load, and special everit detall(s)? Kvyes | [ONo | CJNA 2@;};?‘“ Renumber Is enterd or
16. Was each counter receipt igsued for each sale, atks: Waste l Fachucad
including the sale of discardbd tres, junk batteries, | [JYes | [ONo | RINIA | Bemes e res. Rolors are.
used rotors, and other cashlreceived? discarded.
17. Is sales tax added to ltems |hat are not for resale” _ ‘
[:1 Yes []No EZI N/A Remarks: Has not occunad,
18. Are all counter receipts preqiumbered and issued in _ ,
numerical sequence? ' K Yes | [INo | [N/ | Remarks:
19, Were fransfers of counter rejceipt books/certificates ,
between field commands reported on a CHP 266A, Ovyes | [JNo N/A | Remarks: Has not ocurrad.
Credit Menio - Non- Equiprient?
20. Is the STD 439, Disbursement Voucher, praperly . marks: Not used al Ares level, N
authorized and comnpleted td support expenditure? Cvyes | X No | LINA g:g’uﬁgghgn‘fs i
21. Are the CHP 264, Petty Cagh Replenishment s RaimBursemeiTienussh
Requests, completed at least monthly if over $10.00, | & Yes | [JNo | [LIN/A e ortiad on an o aotal basls
guarterly if under $10.00, ad on June 30 of each '
fiscal year?
22. Is the CHP 264 properly auihorized? ~
X Yes D No [ /A Remarks:
23. Does the total amount of cash, receipts on hand, and o
receipts in translt equal thelfotal of petty cash and X Yes | [INo | [In/a | Remare:
change funds?
24. |s there documentation to siipport periodic reviews of o
petty cash and change funs performed by the & Yes | [ONo | CINA ?fo'l,‘:ét‘:iéS"ﬂfgjgé’:%ﬁ?gt‘e
commander or designated [}BFSOH? completed quarterly.
25. Are overages and shortages of the petty cash N
9 gafnagement Section? D Yes D No N/A Remarks; Has nol ocuurred,

funds reported to Fiscal M

CHP 600G (Rev. 09-08) 011010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY Fit TROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 3of3

26. Were change funds used toicash checks, money

Remarks:

orders or cashier/travelers dhecks? [] Yes No | [INIA
27. Are change funds over $10( and petty cash funds Rematke: Pelty agh and change
over $200 kept in a safe, vapilt, or money chest Yes | [ONo [LCINA | Ze0e kept i & Jooked box |ng5ide A
adequate to SElnguard cash|? locked cabinet, Access is restrictad.
28, Are all petty cash purchasey under $507
X Yes | [INo | [JNja | Remarks:
29. s petty cash used to purchgse prohibited items? .
yes | Ko | [0 NA | Remarks:
30, Pid the command circumveift the dollar limitation by
splitting the purchase? Clyes | No | [ N/A | Remarks:
31, 15 & petty cash custadian designated by the Rematis: Office suparvisor, Doloras
commander? Yes | [INo [ LINIA | B0 es. and OAIL Melissa Finch.

CHP 880G {Rev. 00-08) OP) 010




STATE CF CALIFORNIA Command: Division: Coastal Chapter: Chapter 4
PEPARTMENT OF CALIFORNIA HIGHWAY PATROL King City

CONIMAND INSPECTION/PROGRAM inspacted by: ?31«;:0 ol
EXCEPTIONS DOCUMEN M. Mann 008

INSTRUCTIONS: This docurment shall bie typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter |nspection number. Under "Forward to." enter the next level of command where the document

shall be routed to and its due date. This|document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, colfective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used If

additional space is required.
TYRE OF INSPECTION ] [ Corrective Action Plan Included
[ Division Level [ Command Level [ Appeal Included
[ Executive Office Level (] Attachments Included
Follow-up Reguired: Forward to: Commvanigr}:g,sijnature: Date:
[]Yes [X) No Due Date: /)E{?Jgfﬁ“/é ot /705 0%

il

Inspector's Comments Regarding Innovative Practices:

None..

| Command Suggestions for Statewide Improvement:

None.

[nspector's Findings:

No problems with the command's fiscal controls were identified. Audits of collections, petty cash, and X-
number procedures are carrigd out according to the schedule established in HPG 22,1, Commander's

Desk Reference.

CHP 540A (Rev, 09-0G) OP1 010




. STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY P’ﬁ

CONMMAND INSPECTION
EXCEPTIONS DOCUMEN

Page 2

TROL

PROGRAM

T Command: Division; Coastal Chapter. Chapter 4
King City
Inspected by Date:
M. Mann 11/05/2008

[ Commander's Resporise:

Maintaining fiscal responsibility

/ is a priority to this command.

[ Inspector's Comments:

Maintaining fiscal responsibilit]

/ is a priority to this command.

Corrective Action Plan/Timelin

S

None required.

CHP 680A (Roev, 08-08) OPI 010




. STATE OF CALIFORNIA
" DERARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION |IPROGRAM

EXCEPTIONS DOCUMENT Command: Divisleri, Coastal Chapter: Chapter 4
King City
Inspectad by: Date!

TR

Commander's Basis for Appesjl:

Not applicable.

[ Appeal Review/Decision: (Thig shall be the only level of appeal).

Not applicable.

Laad Inspector's Q!Q@IJ@z., T Cate: .
“UpL el /r-e8 6§
l Responding Commandet's Signature (for agpeal): Date:

CHI* 680A (Rev 08:08) OFIDI0




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 10f3
Command: Division: Number:
Templeton Coastal
Evaluated by: Date:
Sergeant D. Aguilar, #11915 11/20/08
Asslsted by: Date:
N/A

INSTRUCTIONS: Answer individual ifems with “Yes" or "No" answars, or fill in the blanks as indicated, Any discrepancies with palicy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the "Remarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of cormmand.
Furthermore, the memorandurm shall include any fallow-up and/or corrective action(s) taken, If this form is used as a Follaw-up Inspection,

the “Follow-up Inspection" box shall be marked and enly deficient items need to be re-inspected.

TYPE DF INSFECTION LE}d natee;
] Division Level Command Level
(] Office of Inspections (] Voluntary Self-lnspecti@ Zz708
Follow_up Requ”'ed' Carmmander's Signature: j)atE:
[] Yes X No (] Follow-Up Inspection
/ //‘/.Z o/oé’
For applicable policies, refer to State Administrative o
Manua!l (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.
1. ,ls management actively involved in reviewing and
approving paperwork refated to receiving and XYes | [INo | [JN/A | Remarks:
preparing collections?
2. Does the command have Standard Operating .
Procedures (SOP) to provide necessary guidelines O Yes | [INo N/A gﬁmzms aut FortRTAEEAD
for overall management and accountability of departrmantal policy are followed.
receiving and preparing collections?
3. Does the command have adequate separation of
duties for collections received? Yes | [JNo | [ N/A | Remarks:
4. Does the command have adenuate separation of
duties for the cash receipt process? Yes | [[INo | [JNa | Remarks:
5. 1s access to the safe and/or vault appropriately .
restricted? Yes | [INo | [N/ | Remarks:
6. Does a record exists which identifies who has access
to the safe andior vault and when changes in access | X Yes | [INo | [JNza | Remarks:
occur?
7. Was the lock combination changed when an excess o - z T
" number of employees were aware of the Yes No | IX] N/A ? .
combination. transferred out of the Area, or no longer Secure lock box is used.
requires access?
8. s the safe securely anchored to the building? ‘
vYes | (ONo N/A | Remarks: Secured cabinet,
9. Are weekly transmittal reports prepared in
accordance with departmental policy? Yes | [INo | [JN/a | Rematke:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | Bd Yes | [ No | [J N/A Remarks:

following the waek covered by the report?

CHP 88006 (Rev, 09:Cd) OFI 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA MIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? (] Yes No | []N/A | Remarks:
27. Are change funds aver $100 and petty cash funds
over $200 kept in a safe, vault, or money chest Yes | [JNo | JN/A | Remarks;
adequate to safaguard cash?
28. Are all petty cash purchases under $507
X ves | [INo [[JN/A | Rematks:
29, Is petty cash used to purchase prohibited items?
[JYes | RNo | [JNA | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? ClYes | [ANo | [N | Remarks:
31, Is a petty cash custodian designated by the
gommander? Yes | [INo | [JN/A Remerks:

CHP 880G (Rev. 02-08) OP| D10




SPAElCEgUCORI S Cgmmand: Djgsion: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY FATROL

COMMAND INSPECTION PROGRAM -ﬂpmﬁ%"*’u M _— 4
EXCEPTIONS DOCUMENT | | 2;9 welot)

Page 1 of 2 - 14/5"

INSTRUGTIONS: This decument shall be typed, Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the ingpection in the Chapter Inspection number. Under “Forward to:” enter the next level of command where the document
ahall be routed to and its due date. This document shall be utilized to dacument innovative practices, suggestions for statewida
improvement, identified deficlencies, corrective action plans. A CHP 51 Memorandum may be used if additional space is required.

] Corrective Action Plan Included

RPEIBH ISPECTIEN Total hours expended on the
[ Division Level [X] Command Level | inSpection:

] Executive Office l.evel ,52 A
Forward to: O paals 4

Due Date:

[ Attachments Included

Follow-up Requirad:

Inspector's Comments Regarding Innovative Practices:

| Command Suggestions for Statewide Improvement:

| Inspector's Findings:
JAHNIATE  CoiTRlS IS Y CE -

| Commander's Response: [B Concur or [J Do Not Concur (Do Not Concur shall document basis for response) |

Inspector's Comments: Shall address non concurrence by commander (e.4., findings revised, findings unchanged,
|_ete,)

GHP 6804 (Rev. 02-08) OF 010



STATE OF GALIFORNIA o Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL jc ;':manldz [ D‘ o 4 ,}Z

COMMAND INSPECTION PROGRAM [ s
EXCEPTIONS DOCUMENT j& L @
Page 2 of 2 #'//?/-‘:

Corrective Action Plan/Timeline

] Emplayee would like to discuss this report with COMMANDER'S ATURE /DATE
the reviewer. =
(See HPM 9.1, Chapter 8 for appeal procadures.) P//‘P/” ?

INSPECTOR'S SINATURE DATE
,,,,/ﬁz; ke | 2858

[T Reviewer discussed this report with  —~——_| REVIEWER'S SIGNATURE DATE
employee
[] Concur [ Do not concur

CHP 880A (Rev. 02-08) OPI 010



Page 1 ef3

STATE OF CAUFORNIA
DERARTMVENT 0 CALFORNIL HIGHKAAY PARROL o T AT
INSPECTION PROGRAM SLO-745 [Coastal
Lhapter 4 Zvalrates by, Dale:
Fiopal Contrata Capt. W.E. Vail 11/19/08
FEABERETS ; Dalg:
Ocet Tina Weller [11/19/08

INGTRUGTIONS; Ansiver dndividieal fems will “Yes' & *No” angpers, or 1 n $he Blanks s Invicaied, Any discrepenclas wilh pokey.,

npplicable legad statues, or geficanains noled in fveinspostions shail be aonmented-on via the “Remarks” seatien, Bediticmaty, Such

disssagancles andler deficlencies shall bz dotements b 30 Expeplicns Datument antl addressetl to the nesé fevel f eoramand,

Farinammore, fhe manorantium shas inchiga any foian-up andlor carrective scton(s) taken. IF s form fe used-as & Followyp Inspecton.
eanackian® oy shall he manked and only deficient items need o he resinspzeied.

the '3ollm\\-up FBpETION o
Lead Inspecsare Glgnature:

|-T\'N| R i

O Divisior Level [0 Gomenara Level
/

] Office of Inspestins (¥ voluntary Seli-inspection / 4 /,;/7

Folow-ip Reguired: Cophgacart slgnaiiis- / -
W TH [ #ollow-Up inspection ) ﬁ/ /
Gyes Lo j P W4

For applicable-policies, tsfer fo State Administrative 7
Hsnua) (SAM), HPW 11,1, Chapter 4, At HRR 111,
Chapter 2,

7. 15 mancgement nefively involvad in rentienving Brid ]
approvittg papenvork related bo.receiving and @ ves | ro | DA Femaiks:
prepiting collzctions?

% Does e command have Standard Jperaling
Procadures (BOP) to provide necessany guidelines Yao | o | e | Reams
tor overall manag2nrant and aceountabilily of
recelving end greparing polleolions?

3. Does the cormand have sdequate separsiion of

ves | [Thio | [ ha | Remams:

dufies for rollagtions yeceivad?
4. Doesihecermmand have adetiuate seprrafion of

dulles for the nash receipt prosess? (@ Yes | [ro | [ pn | PEMARE
5. 1= pooess fo ihe safe andfor vault approplately

poslrigled? ] ves | [INo ity | REMIRTRS:

8. Does a recond exiats. which ideniifies who has neeals
{oihe saie andior vault et when changes insccaes | [] Yes [ o MfA | FemarkE

ooel?
= Was (ha Jook combinatinn ehanger when an excsss o
umber af smpleyess weye pware of the O vee | o | Bl wm, | FEMEHE
sombination, transfemed tul of the Area, or ne [pnger

raouims Geeess?
3 ls the zafe secursly anchored to tha building?
[ Yes | ‘[to_| [T bira | Remams
8, Ao weskly tronsmitlal reporis preparsd in XL E
acoprdanca wills depertmental nelicy? Fves | Muo | Dy | S o Bl on

T0. fc the sveekly transmitial fapori(s) submitted fo Fissal
Mansgemend Seetion (FRIS)within five werking days B yes | CINo | [J1wa | Emane
fellowing the wesk sovered by the repart?

LIPS0 e GLLE) ORI




Page 2083

STHEZ OF CAUIFORMA.
PDERNATI/ENT GF CALIFORNI, HIGHAAYT PATRAIL
INSPECTION PROGRAM
Chapter 4
Flacal Confrols
7. Does ihe command submit the folkuming forms
wlth he weskly fransmittat when spplicable? B vee | (INe | O] s | Pemares
{13 CHP 265, Sale of Discarded Tlras/unk
BahetiesUsed. Rators,
{2y CHP 88, Evitiencelroperty RaneiptiRepart
{Ungteimed Property).
{31 BTD €34, Absence ond Additional Tinye Worked
Raparl, for jury duly,
(4} OHP 224, folizious. Domage Reporl.
{5y CHP 404, Tmiffic Control Gost Estimate ~
Advance Ciepostt,
8 Cloll subpaena,.
12, 158 memoransiumy for cash shartages prepared If
necegsary? [ ves | [o | [Ny | Remas
1. Doeshe command erstze the informialion writien on
the opunher reosipt s somplate and legltle? Yo | o | [ | Remates
32, \Wos & onuntereooaipt iszued for gagh witheas fee
deposit recived? Yes. | [INo | [0 | e
10, Wet & poumter seomipt issied for aaeh movie,
vide-lond, and specisl evarit defsilis)? [® Yes | o | [ Nz | Feoss
%A, Was emch counler ressipt issued for esclr saie,
inpluding the saie pf discasded Hires, funk betteries, | (] Yes | []No [] b | ReEmates:
user ralers. and otfier cagh receivad?
7. I seien tax wlded to ters thet sre nof for ressle?
Yer | [no | [ | RETAHE
a8, Are all pournier reoeipts pre-numberst! and iseuad in i
numerlel sequeRce? Ovee | Bl | Cnm | S aot ot :
i Were iransiers of oounder receipt bopksfcerliflicates
betwrear fiek onmmancls reported on s CHP266A, | [ Yee | [JNo | BINIA ReEMIKE
Credit Memo ~ Hyk- Exvipment?
20, is the BT 439, Disbursement Vousher, praperly
authorized ant completer to support sxpendifure? [ Yes | [INo | [y | Reomks
71, A the GHP 204, Peity Oash Replershment Action
Requests, conpleled atlanst manthly i over §10.00, | [ Yes FEna | CINM Eemnmn e
quarierly i undar $70.00, and on Juna a0 of pach ee Atrtached
fisonl yrar?
23 I5 the GHF 263 propecly authorized?
%] Yes | [INo | [ K | Remake
23. Does the tatal ensouni of tesh, Tecaipts on hand, and
receipts in fransit equal the total of pehy ensh and B Ves | (Do | [ ra | Bemats
chanye fungsT
74, 1t 1here dosumantalion 1o suppatt perindio reviess of
peity cash and ehange funds performed by the Yoo | Oho | [Jrua | Remane:
sommnder b designated perspn?
25, 4re ovarages and shoriapes of the petly nash
funds repored 1p Fisonl Managemant Sealion? [ ves | CINa | BT wm | REmaks:

EHINGUIAN A O 016



STHEZ OF CALIFORNIS
DERARTIAENT OF RAJFORMI HIGHNAY PATROL

INSPECTION PROGRAM
Chrplerd
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28, Were change funds used fo cash checks, money
arders or eashieriravclers shecks?

[D Yes

[R] Ko

[} paras

ReEmaks

27. Are change firnds aver $ 400 ard pafty eagh funds
over 5200 kept in & safa, vaull, or maney chest

[®) e

[ o

] nia,

Remarke:

adequebe to safepunnd sash?
28. Are all petly aash purchoses under 5507

[X] Yes

1o

[N

Remnaks;

2. s pathy cash used 4o purchiage prohibitat ifems?

D pie

[X N

ALY

REFNBIKE.

[ 30, Bid the oommand circunrvent e doller finvitation by

[ Yes

[X] e

[ 1N

Romarks:

spilifting the puroherse?
3, 15 & peliy eash custedian designated by the

conmanter?

[ ves

[X] hio

[ a,

REMRIRS:
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STATE OF CALIFORINIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL T Bivision: Nomber
INSPECTION PROGRAM Santa Maria | COASTAL 750-0%-003
Chapter 4 Evaluated by: Date:
Fiscal Controls Sgt. M. Clare, 12426 10/31/2008
Assisted by: Date:

INSTRUCTIONS: Answer individual items with “Yes” or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,

applicable legal statues, or deficiencies noted in the inspections shall be commented on via

the “Remarks” section. Additionally, such

discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.

Furthermore. the memorandum shall include any follow-up and/or corrective action(s) taken.

If this form is used as a Follow-up Inspection,

the “Follow-up Inspection™ box shall be marked and only deficient items need to be re-inspected.

TYPE OF INSPECTION

[] Division Level ] Command Level

Lead Inspector's Signature:

[] Office of Inspections X Voluntary Self-Inspection Y L/
Follow-up Required: Commander's saw; Date:
Follow-Up Inspection N7 —
e Uil - T //)Z\ MH—* //-S0d

For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.

/" ,

1. Is management actively involved in reviewing and Remarks: € ) e
approving paperwork related to receiving and Ryes | ONo |CINA | SN2 e
preparing collections?

2. Does the command have Standard Operating Remarks: 0SS job descripti )
Procedures (SOP) to provide necessary guidelines Kyes | ONo |[INA | FERTE Cha&é& e
for overall management and accountability of Chapter 2. '
receiving and preparing collections?

3. Does the command have adeguate separation of Remarks: With only two clerical

. . . emarks: wi n
duties for collections received? KYes | ONo |[NA personnel, both must be involved In
sales, collection of funds, efc.
However, the commander audits all
transmittals weekly.

4. Does the command have adequate separation of B sh Saeeah
duties for the cash receipt process? X Yes | [INo | [JN/A | Remarks: See above.

5. Is access to the safe and/or vault appropriately Remarks: There Is no safe in use, Just

: marks: €| , JUS
restricted? IZ Yes D No D N/A a money chest. Only the OSS-i and
the OA have keys to the money
chest; it is kept in a locking file
cabinet. The commander, sergeants,
0OS8- and OA have keys to the
cabinet.

6. Does arecord exists which identifies who has access -
to the safe and/or vault and when changes in access | (X Yes | [ No | [J N/A | Temerns:
occur?

7. Was the lock combination changed when an excess .
number of employees were aware of the [JYes | (ONo | [XIN/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?

8. Is the safe securely anchored to the building? Remarks:

[Jyes | [INo | [XIN/A | Remarks:

9. Are weekly transmiltat reports prepared in -

accordance with departmental policy? XK Yes | [INo | [IN/A | Remarks:

CHP 680G (Rev. 08-08) OP{ 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 20f3

10.

Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days
following the week covered by the report?

X Yes

I No

CIN/A

Remarks: Every Friday.

11.

Does the command submit the following forms

with the weekly transmittal when applicable?

(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.

(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).

(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.

(4) CHP 221, Malicious Damage Report.

(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.

(6) Civil subpoena.

X Yes

] No

[ N/A

Remarks:

12.

Is a memorandum for cash shortages prepared if
necessary?

(] Yes

) No

X N/A

Remarks; So far, this hasn't occurred.

13.

Does the command ensure the information written on
the counter receiptis complete and legible?

Yes

[ No

CIN/A

Remarks:

14,

Was a counter receipt issued for each witness fee
deposit received?

X Yes

[ No

LI N/A

Remarks:

15.

Was a counter receipt issued for each movie,
wide-load, and special event detail(s)?

Yes

[]No

LI N/A

Remarks:

16.

Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries,
used rotors, and other cash received?

X Yes

[INo

LIN/A

Remarks:

17.

Is sales tax added to items that are not for resale?

X Yes

] No

CIN/A

Remarks:

18.

Are all counter receipts pre-numbered and issued in
numerical sequence?

X Yes

[[INo

CIN/A

Remarks:

19.

Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A,
Credit Memo - Non- Equipment?

[ Yes

O No

X N/A

Remarks:

20.

Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure?

X Yes

[1No

(I N/A

Remarks:

21.

Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00,
quarterly if under $10.00, and on June 30 of each
fiscal year?

™ Yes

I No

CIN/A

Remarks:

22,

Is the CHP 264 properly authorized?

X Yes

[JNo

] N/A

Remarks:

23.

Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and
change funds?

X Yes

[INo

I N/A

Remarks:

24.

Is there documentation to support periodic reviews of
petty cash and change funds performed by the
commander or designated person?

X Yes

I No

CIN/A

Remarks:

25.

Are overages and shortages of the petty cash
funds reported to Fiscal Management Section?

[] Yes

I No

X N/A

Remarks:

CHP 680G (Rev. 09-08) OP1010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money
orders or cashier/travelers checks? [Jves | KINo | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest M Yes | (ONo |[IN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
BdYes | i No |[JN/A | Remasks:
29. s petty cash used to purchase prohibited items?
D Yes @ No D N/A Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? [Jyes | X No | [JN/A | Remarks:
31. Is a petty cash custodian designated by the
commander? K Yes | [I1No | [JN/A | Remarks:

CHP 680G (Rev. 09-08) OPI 010




Command: Division: Chapter:
STATE OF CALIFORNIA Santa Maria Area | Coastal 4
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
COMMAND INSPECTION PROGRAM Inspected by: e
EXCEPTIONS DOCUMENT Sgt. M. Clare 10/31/2008

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if
additional space is required.

TYPE OF INSPECTION (] Corrective Action Plan Included
[] Division Level X Command Level [ Appeal Included
] Executive Office Level [] Attachments Included

Forward to: Commander's Signature: Date:

Follow-up Required:

(] Yes X No

Due Date:

i A 1b ,)!'f.‘t‘

Chapter:Inspection

Inspector's Comments Regarding Innovative Practices:

N/A

Command Suggestions for Statewide Improvement: B

N/A

Inspector's Findings: |

Area follows policy related to fiscal controls; however, the requirement for separation of duties is not
practical in this situation. There are two clerical personnel at Area, both of whom sell items and collect
cash from the public. Since the Office Supervisor (0SS-1) and the Office Assistant (OA) are each
other's backup, they both must perform these duties when the other is not available. While the OA
usually submits the transmittals to the commander, there are times when the OSS-I must complete this
task due to the unavailability of the OA. Because of this unique situation, the commander audits the
transmittal every week.

Although there is no safe, funds are kept in a locked money chest, which in turn is locked in a file

cabinet. The Area rarely accumulates large amounts of cash/checks during the week (very rarely
exceeding $1,000). Large sums of cash are immediately converted to cashiers check.

CHP 680A (Rev. 09-08) OPI1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command: Division: Chapter:
Santa Maria Area | Coastal 4

Inspected by: Date:

Sat. M. Clare 10/31/2008

| Commander's Response:

| Inspector's Comments:

Corrective Action Plan/Timeline

CHP 680A (Rev, 09-08) OP1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command: Division: Chapter:
Santa Maria Area | Coastal 4

Inspected by: Date:

Sgt. M. Clare 10/31/2008

Page 3

i e ]

APPEAlIRIOCESSH (Appasis Shall be filed within five (5)buisines

Commander's Basis for Appeal:

| Appeal Review/Decision: (This shall be the only level of appeal).

Lead !nspector s S:g,galur Date: o /
/R 1273/ 08
Responding Commander’s Slgnature (for appeal): Date:

CHP 680A (Rev. 09-08) OP! 010




State of California Business, Transportation and Housing Agency 2

Memorandum

Date: October 28, 2008

To: Santa Barbara Area

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Santa Barbara Area

File No.: 760.13154

Subject: CHAPTER 4 INSPECTION. FISCAL CONTROLS.

\

On October 28, 2008, Lisutenant Dane Lobb, #13154, conducted a Fiscal Controls inspection.
This inspection is divided into five sections.

Section a, Separation of Duties.
Area is in compliance with State Administrative Manual (SAM) sections 8080 and 20050.

Section b, Onsite Safeguarding Cash and Other Valuables.
1. Area is in compliance with State Administrative Manual (SAM) section 8024.

2. Area is not in compliance with SAM section 8025 because a lock box.is used in place
of a safe. The lock box is kept in a locked file cabinet.

Section ¢, Transmittal of Collections and Conversion of Money Orders.
1. A review ofall transmittals CHP 230’s between August 29, 2008, and October 24,

2008, indicated weekly transmittals were sent as required.

2. The completion and tracking of money orders was performed in compliance with
Departmental policy.

3. The additional of appropriate forms were attached when applicable.

Section d, Counter Receipts.
Counter receipts were maintained, tracked, and completed in compliance with Departmental

policy outlined in HPM 11.1, Chapter 4.

Section e, Petty Cash and Change Funds
. Area is in compliance with State Administrative Manual (SAM) section 8024.

1

2. No CHP 439 had been completed in 2008.

3. An audit of the change fund, and petty cash fund was performed on 10/28/2008. All
monies and receipts were accounted for with no shortages noted.

4. No shortages were noted in 2008.
5. Both the change fund and petty cash fund are stored in a locked, metal cash box.

Safety, Service, and Security



Santa Barbara Area

Page 2
October 28, 2008

Fiscal controls required by SAM and Departmental policy are adhered to and followed by Santa
Barbara Area personnel. No problems or concerns beyond those listed in the exceptions

document were noted during the inspection.

D. F. Lobb
Lieutenant

Attachments



STATE OF CALIFORNIA Command: Divislon: Chapter:
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Santa Barbara Coastal 4
COMMAND INSPECTION PROGRAM Inspected by: Date:

M Lt. D. F. Lobb, #13154 10/28/08

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additlonal space Is requlred.

TYPE OF INSPECTION "I O Corrective Action Plan Included
] Division Level [X] Command Level [ Appeal Included
[] Executive Office Level [ Attachments Inciuded

Date:

Forward to: Commander's Signature:

Follow-up Required:

[1Yes I No

Inspector's Comments Regarding Innovative Practices:

1.) A petty-cash log is maintained. This log is similar to a check book register with a running total of
each use of petty cash. The log allowed the inspector to obtain a clear overview of purchases

made during the last quarter.

| Command Suggestions for Statewide Improvement:

1.) None.

[ Inspector's Findings: |

1.) Inspection Checklist, Annex A, Item 8: Is the safe securely anchored to the building? Area does not
have a safe. Monies are secured in a locked metal cash box, which is kept in a locked file cabinet.

2.) Inspection Checklist, Annex A Item 12: Is a memorandum for cash shortages prepared if necessary?
Area did not have any reported cash shortages in 2008.

3.) Inspection Checklist, Annex A Item 19: Were transfers of counter receipts books/certificates
between field commands reported on a CHP 266A, credit memo-non equipment? Area did not transfer
any counter receipt books in 2008.

4.) Inspection Checklist, Annex A ltem 20: Is the STD 439, Disbursement Voucher, properly authorized
and completed to support expenditures? Area did not have any STD 439, Disbursement Voucher in

2008.

5.) Inspection Checklist, Annex A ltem 25: Are overages and shortages of the petty cash funds reported
to Fiscal Management Section? Area did not have any reported cash shortages in 2008.

CHP 680A (Rev. 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT

Page 2 Command: Division: Chapter:
Santa Barbara | Coastal 4
Inspected by: Date:
Lt. D. F. Lobb, #13154 10/28/08

| Commander's Response: |

| concur with the findings of the inspection team.

| Inspector's Comments:

Area Commander was provided a copy of the inspection report.

Corrective Action Plan/Timeline

Area may be required to purchase a safe to store money from petty cash and the change fund.

Commander’s Basis for Appeal:

N/A

| Appeal Review/Decision: (This shall be the only level of appeal).

N/A
Lead Inspector's Signature: Date:
Responding Commander's Signature (for appeal): Date:

CHP 680A (Rev. 09-08) OPI 010
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STATE OF CALIFORNIA i
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL YT ] N B85
INSPECTION PROGRAM Ventura
Chapter 4 Evaluated by: Date:
Fiscal Controls Lt. A.L. Baxter 12/31/08
Assisted by: Date:
0SS | D. Hirsch 12/31/08

INSTRUCTIONS: Answer individual items with “Yes" or “No” answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Rernarks” section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/ar corrective action(s) taken. If this form is used as a Follow-up Inspection,

the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected. .

YPE OF INSPECTION Lead lnspgctor's Signature: C"?Q.’(Y\a_) Lw N NS
] Division Level Command Level
] Office of Inspections [] Voluntary Self-Inspection

Commanhder's Signature: Date:

Follow-up Required:

[1Yes -~ [INo DFOIIOV\{—UP Inspection : U ' h}“ E ng \/CQ/ch

For applicable policies, refér to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,

Chapter 2.
1. Is management actively involved in reviewing and |
approving paperwork related to receiving and K Yes | CINo |LINA g

preparing collections?

2. Does the command have Standard Operating ;
Procedures (SOP) to provide necessary guidelines KYes | [ONo |[N/A
for overall'management and accountability of
receiving and preparing collections?

Remarks:

3. Does the command have adequate separation of
duties for collections received? R yes | [ONo [[JN/A Remarks:

4. Does the command have adequate separation of
duties for the cash receipt process? X Yes | [ONo | [CJNA

Remarks:

5. |s access to the safe and/or vault appropriately
" restricted? X Yes | [INo | CIN/A Remarks:

6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access X Yes | [INo |[JN/A | Remarks:
oceur?

7. Was the lock combination changed when an excess
number of employees were aware of the KYes | [INo |[IN/A | Remarks:
combination, transferred out of the Area, or no longer ' '
requires access?

8. |s the safe securely anchored to the buiiding?
, Yes D No D N/A Remarks:

9. Are weekly transmittal reports prepared in
accordance with departmental policy? Yes | [INo | CIN/A

Remarks:

10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days | X] Yes | [ No ] N/A | Remarks:
following the week covered by the report?

CHP 680G (Rev. 08-08) OF1 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
" Chapter 4
Fiscal Controls
11. Does the command submit the following forms
with the weekly transmittal when applicable? Yes | [ONo |[IN/A | Remarks:
(1) CHP 265, Sale of Discarded Tires/Junk
Batteries/Used Rotors.
(2) CHP 386, Evidence/Property Receipt/Report
(Unclaimed Property). '
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
(6) Civil subpoena.
12. s a memorandum for cash shortages prepared if
necessary? X Yes | [INo | [JN/A | Remarks:
13. Does the command ensure the information written on
the counter receipt is complete and legible? Yes | [INo | [JIN/A | Remarks:
14. Was a counter receipt issued for each witness fee '
deposit received? X.Yes | [ONo | [IN/A Remarks:
15. Was a counter receipt issued for each movie, )
wide-load, and special event detail(s)? Yes | [ONo | [JN/A | Remarks:
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, Yes | [ONo |[JN/A | Remarks:
used rotors, and other cash received? '
17. Is sales tax added to items that are not for resale? _
IZ Yes D No D N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? Yes | [INo | [IN/A | Remarks:
19, Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, [IvYes | [ONo |[XIN/A | Remarks:
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly .
authorized and completed to support expenditure? [JYes | [JNo N/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment - '
Requests, completed at least monthly if over $10.00, | [[J Yes | XINo | [IN/A Remags:
quarterly if under $10.00, and on June 30 of each
fiscal year?
22. |s the CHP 264 properly authorized? -
. : Yes | [INo | [JN/A | Remarks:
23. Does the total amount of cash, receipts on hand, and '
receipts in transit equal the total of petty cash and X Yes | [JNo |[]N/A | Remarks:
change funds?
24. s there documentation to support periodic reviews of .
petty cash and change funds performed by the Yes | [INo |[JN/A | Remarks:
commander or designated person?
25. Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? Yes | [INo | [JN/A | Remarks:

CHP 680G (Rev. 09-08) OP! 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
INSPECTION PROGRAM
Chapter 4
Fiscal Controls
26. Were change funds used to cash checks, money -
orders or cashier/travelers checks? ] Yes No | [JN/A | Remarks:
27. Are change funds over $100 and petty cash funds
over $200 kept in a safe, vault, or money chest Yes | [ONo |[JN/A | Remarks:
adequate to safeguard cash?
28. Are all petty cash purchases under $507
_ Xl Yes | [INo | [JN/A | Remarks:
29. Is petty cash used to purchase prohibited items?
] Yes No | [JN/A | Remarks:
30. Did the command circumvent the dollar limitation by
splitting the purchase? | [ Yes No | []N/A | Remarks:
31. Is a petty cash custodian deSIgnated by the:
commander? X Yes | [JNo | [JN/A | Remarks:

CHP 680G (Rev, 09:08) OP1 010
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STATE OF (;ALIFORNlA | Command: Division: Coastal Chapter: 4, Fiscal
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Ventura Controls
COMMAND INSPECTION PROGRAM Inspected by: Date:

Lt. A. L. Baxter 12/31/08

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number. Under “Forward to:" enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, corrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION ] Corrective Action Plan Included
T 7

] Division Level Command Level ] Appeal Included

[] Executive Office Level [J Attachments Included

Forward to: Commander’s Signature:
Lt. G. Williams '

Follow-up Required:

L] Yes No

Due Date: 12/31/08 .

‘Chapterinspe:

Inspector's Comments Regarding Innovative Practices:

N/A

[ Command Suggestions for Statewide Improvement:

N/A

[ Inspector's Findings: | | }

21. OSS | Hirsch did not realize this was required monthly or quarterly. She only completed this when
she need more money. She recently discovered her error and has place a reminder in the monthly
suspense file. :

CHP 680A (Rev. 09-08) OPI D10
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Page 2

Command:
Ventura

Division: Coastal

Chapter: 4, Fiscal
Controls

Inspected by:
Lt. A. L. Baxter

Date:

12/31/08

[ Commander's Response:

[ Inspector's Comments:

Corrective Action Plan/Timeline

CHP 680A (Rev. 09-08) QP 010
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM

EXCEPTIONS DOCUMENT
Command: Division: Coastal Chapter: 4, Fiscal
Ventura ) Controls
Inspected by: Date:

Page 3 Lt. A. L. Baxter 12/31/08

Commander's Basis for Appeal:

[ Appeal Review/Decision: (This shall be the only level of appeal).

Lead Inspector’'s Signature: Date:

P ucz o \ /5] 09

Responding Commander's Signature (for appeal): 4 . Date:

CHP 680A (Rev, 09-08) OP1 010



STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 10of 3
Command: Division: Number:
Conejo |.F. Coastal 771
Evaluated by: Date:
Sgt. M. Lamons 10/22/2008
Assisted by: Date:
Linda Windt, Office Tech. 10/22/2008

INSTRUCTIONS: Answer individual items with "Yes” or *“No" answers, or fill in the blanks as indicated. Any discrepancies with policy,
applicable legal statues, or deficiencies noted in the inspections shall be commented on via the “Remarks" section. Additionally, such
discrepancies and/or deficiencies shall be documented on an Exceptions Document and addressed to the next level of command.
Furthermore, the memorandum shall include any follow-up and/or corrective action(s) taken. If this form is used as a Follow-up Inspection,
the “Follow-up Inspection” box shall be marked and only deficient items need to be re-inspected.

Lead Inspector's Signature:
TYPE OF INSPECTION
(] Division Level X Command Level
[T] Office of Inspections (] Voluntary Self-Inspection
Follow-up Required: Commander's Signature: Date:
[]Yes ] No [ ] Follow-Up Inspection
For applicable policies, refer to State Administrative
Manual (SAM), HPM 11.1, Chapter 4, and HPM 11.2,
Chapter 2.
1. Is management actively involved in reviewing and
approving paperwork related to receiving and X Yes | [INo |[JN/A | Remarks:
preparing collections?
2. Does the command have Standard Operating
Procedures (SOP) to provide necessary guidelines [JYes | X No |[JN/A | Remarks:
for overall management and accountability of
receiving and preparing collections?
3. Dogs the commz;_‘md have _adequate separation of Remarks: Only one clerical position
duties for collections received? COvYes | X No | [JNA A .
4. Does the command have adequate separation of
duties for the cash receipt process? [ Yes No | [JN/A | Remarks: See above
5. Is access to the safe and/or vault appropriately
restricted? [JYes | [JNo N/A i Remarks:
6. Does a record exists which identifies who has access
to the safe and/or vault and when changes in access | [] Yes | []No N/A | Remarks:
occur?
7. Was the lock combination changed when an excess
number of employees were aware of the [IYes | [INo |[X N/A | Remarks:
combination, transferred out of the Area, or no longer
requires access?
8. Is the safe securely anchored to the building?
D Yes D No E N/A Remarks:
9. Are weekly transmittal reports prepared in
accordance with departmental policy? X Yes | [INo |[JN/A | Remarks:
10. Is the weekly transmittal report(s) submitted to Fiscal
Management Section (FMS) within five working days Yes | [JNo | [JN/A | Remarks:
following the week covered by the report?

CHP 680G (Rev 09-08) OPI1 010




STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

Page 2 of 3

11. Does the command submit the following forms Remarks: (6) Civil Subpoena — Nine
with the weekly transmittal when applicable? KYes | [ONo | LINA | Fomd e submitted over the 12
(1) CHP 265, Sale of Discarded Tires/Junk months audited.
Batteries/Used Rotors.
(2) CHP 36, Evidence/Property Receipt/Report
(Unclaimed Property).
(3) STD 634, Absence and Additional Time Worked
Report, for jury duty.
(4) CHP 221, Malicious Damage Report.
(5) CHP 464, Traffic Control Cost Estimate —
Advance Deposit.
{6) Civil subpoena.
12. Is a memorandum for cash shortages prepared if T —
necessary? D Yes D No X’ NIA time fram.e evaluated
13. Does the command ensure the information written on
the counter receipt is complete and legible? X Yes | [INo |[]N/A | Remarks:
14, Was a counter receipt issued for each witness fee
deposit received? X Yes | [JNo | [JN/A | Remarks:
156. Was a counter receipt issued for each movie, Remarks: Inspection Facilty - wide
wide-load, and special event detail(s)? Clves | [ONo | BINA | o s handled through Division
Commercial Unit.
16. Was each counter receipt issued for each sale,
including the sale of discarded tires, junk batteries, [JYes | [JNo | XN/ | Remars:
used rotors, and other cash received?
17. Is sales tax added to items that are not for resale?
D Yes D No & N/A Remarks:
18. Are all counter receipts pre-numbered and issued in
numerical sequence? Yes | [JNo | [JN/A | Remarks: -
19. Were transfers of counter receipt books/certificates
between field commands reported on a CHP 266A, Yes | [JNo | [ N/A | Remarks: Nolransfers noed
Credit Memo - Non- Equipment?
20. Is the STD 439, Disbursement Voucher, properly
authorized and completed to support expenditure? Yes | [JNo |[JN/A | Remarks:
21. Are the CHP 264, Petty Cash Replenishment
Requests, completed at least monthly if over $10.00, | X Yes | [ No | [JN/A RENRIES
guarterly if under $10.00, and on June 30 of each
fiscal year?
22. |s the CHP 264 properly authorized?
i Yes | [INo | [JN/A | Remarks
23. Does the total amount of cash, receipts on hand, and
receipts in transit equal the total of petty cash and Yes | [INo |[JNA T&g‘;lg‘gasmem“a”d”m el
change funds?
24. Is there documentation to support periodic reviews of
petty cash and change funds performed by the Yes | [INo | [JN/A | Remarks:
commander or designated person?
25, Are overages and shortages of the petty cash
funds reported to Fiscal Management Section? (JyYes | [No | [XINA sgg:rks:m EUETEGES] CHECTEg S
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

INSPECTION PROGRAM

Chapter 4
Fiscal Controls

26. Were change funds used to cash checks, money

orders or cashier/travelers checks? [JYes | XINo |[]N/A | Remarks:
27. Are change funds over $100 and petty cash funds .
over $200 kept in a safe, vault, or money chest Yes | [INo |[JN/A | Remarks:

adequate to safeguard cash?

28. Are all petty cash purchases under $507? )
X' Yes D No D N/A Remarks:

29. Is petty cash used to purchase prohibited items? _
L—_] Yes & No D N/A Remarks:

30. Did the command circumvent the dollar limitation by

splitting the purchase? (lYes | XINo | [JN/A | Remarks: -
31. Is a petty cash custodian designated by the _
commander? X Yes | [JNo | [N/ | Remarks:

Additional Remarks:

Conejo Inspection Facility is a commercial scale facility, as such there were minimal collections over the
12 month period evaluated. There were a total of 11 transactions requiring the issuance of a counter
receipt. Nine were for witness fees for civil depositions and two were for traffic collisions.

There is only one clerical position, office technician, assigned to the facility. The office technician is
directly accountable to the Facility Commander and administers the clerical functions of the inspection
facility including the receiving/ preparing collections and cash receipt process. During the months
inspected the commander designated the office technician the responsibility of day to day transactions
including fund replenishment in accordance with HPM 11.2, Chapter 2.

Change funds and pretty cash funds were not over limits. Each fund was balanced and appropriately
utilized. Audits on Calcard, Petty Cash, Change Fund and 78X Log are conducted quarterly by the

commander.

CHP 680G (Rev 09-08) OPI1010



STATE OF CALIFORNIA Command: Division: Chapter: i
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL Conejo |.F. Coastal Four
COMMAND INSPECTION PROGRAM Inspected by: Date:

M. Lamons, #12339 10/22/2008

EXCEPTIONS DOCUMENT

INSTRUCTIONS: This document shall be typed. Check appropriate boxes as necessary, or fill in the blanks as indicated. Enter the chapter
number of the inspection in the Chapter Inspection number, Under “Forward to:” enter the next level of command where the document
shall be routed to and its due date. This document shall be utilized to document innovative practices, suggestions for statewide
improvement, identified deficiencies, carrective action plans, and may be used to appeal findings. A CHP 51 Memorandum may be used if

additional space is required.

TYPE OF INSPECTION [] Corrective Action Plan Included
Siei %4
[] Division Level Command Level [ Appeal Included
[J Executive Office Level [} Attachments Included
Date:

Forward to: Commander's Signature:

Follow-up Required:

[1Yes X No

Due Date:

hapte Inspection:

Inspector's Comments Regarding Innovative Practices:

A CHP 230, Transmittal Record, hard copy is required to be submitted to Fiscal Management Section
each week. Commands having minimal transactions such as inspection facilities should be allowed to
send a negative report (no collection) electronically. A signed copy would be kept at the command for

record and audit purposes.

| Command Suggestions for Statewide Improvement:

E——

[ Inspector's Findings:

Due to the duties and number of personnel assigned to the Conejo Inspection Facility there are minimal
collections and number of cash transactions. Over a twelve month period there were 11 transactions
with nine for witness fees for civil depositions and two were for traffic collision reports. The majority of
CHP 230, Transmittal Records, sent to Fiscal Management Section show no collection. The facility has
one clerical position, an office technician, who is assigned by the commander to perform the
responsibilities of the day to day transactions. The office technician is responsible for receiving and
preparing collections and although these duties are not separate they are under the direct supervision of

the commander or his designee.
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STATE OF CALIFORNIA
DEPARTMENT OF CALIFORNIA HIGHWAY PATROL

COMMAND INSPECTION PROGRAM
EXCEPTIONS DOCUMENT

Command:

Conejo |.F.

Division:
Coastal

Chapter:
Four

Inspected by:

Date:

10/22/2008

Page 2 M. Lamons

[ Commander’s Response:

[ Inspector's Comments:

rrective Ai Pl/TieIine

Required Action

CHP 680A (Rev 08-08) OPI 010




State of California Business, Transportation and Housing Agency

Memorandum

Date: November 7, 2008

To: Santa Barbara Area

From: DEPARTMENT OF CALIFORNIA HIGHWAY PATROL
Santa Barbara Area

File No.: 760.13154

Subject: CHAPTER 3 INSPECTION. COMMAND PROCUREMENTS.

On November 7, 2008, Lieutenant Dane Lobb, #13154, conducted a Command Procurements
inspection. This inspection is divided into four sections.

Section 1, Purchases.

Area is in compliance with the purchase policy outlined in HPM 11.2, Chapter 7. Question #2
on page 3-7 states: Have Approvers/reviewers of purchases received procurement training? No
formal Departmental training has been provided. Training has come from in house staff and

from on the job training.

Section 2, Cal-Card Program.
No small business or disabled/veterans business enterprises are available in the area for items

which are needed and or purchased by Area.

Section 3, X-Number Program.
Coastal Division maintains a file with all of the STD. 204 Payee Data Records.

Section 4, Contracts.
All contracts are current and procedures followed with regard to the completion and processing

of CHP 78’s.

No problems or concerns were noted during this inspection.

7y

D. F. Lobb
Lieutenant

Attachments

Safety, Service, and Security

CHP 51WP (Rev. 11-86) OPI1 076



ANNEX A

INSPECTION CHECKLIST — PURCHASES

STATE &F CALIFCRNS
DEPARTI/ENT CFOALIFQRMI HIGHAAY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chapier 3, Command Pracurements

Purchasss

Page 10f3
[x' 18IC; thmE‘_r.
ASTA

Dali:l |7 Io(/

TE

INSTRUCTIONS: Answer individua! jtzms witl “Yas” of "No® nn:;:m. o {221 fhie tanks as indicated. Any disorzpancles wih paticy,

applicable 203! sialues, or ceficancles notea In the insp
discrepansies andioe deficlengies shall te d ted on an Exeepl
Furthemnore, tha Eveeplions Docopent shat

3 be ¢ tad on via the "Remsarks” section. Additenaly, suzh

) t and adcressad 1o tha nexd level of ccmmand.

incuds :nyfo'aw-up'warcomr.ﬂu acton(x) taken. lihis form is uszd as a Follow-up

Insgaction, ihe “Follow-up Inspeciion” box shall be marked and only deficlent items nead o &4 rednspacted.

|=|-‘EUF Iﬁb!’:blaﬁﬂ

[ Divisian Level [1 Command Lavel

[ Ex=cuiive Offica Level E?Vo!uniary Seif-nspection

Follov~up Required:

[]Yes Ao [ Follow-up inspection

For apptlcable policy, refer to: HPM 11.2, Chapter 7

mrrfa =% JIgAre, _ 67;/2&/05
L/ o

1.

Ar2 gartisipapts in the procurem&nt process at the
command lavet familiar with the related policies and
provedures for puwohasing?

R ves | Owo | [ owe, | Remarks

[N

Have Approversireviewers of punhases recsived
proourement {ralning?

. | Remams:
Woves | CIro | O i Houss TNE

Are prohibitad ilems proourad on CHP 43, Purchases
Requisitons?

+  Supplies for persenally — ovmned equipment
+ Commediiles for parsonal w2
» Confirming order

s Purchases via the intemnst

Oves | GAN= | Ona EmaE

Ar= szparate CHP 43s, PUrchase RequIsiions,
prepared for commodity items oblainable from
ditferent suppliers or from different statewide
commadity coniracis?

Hvee | CINe | O N | Ramarke:

15 nli fequired information enterad on the CHP 43,
Purchase Ragulsillon?

B2 Yes | CINa | Clhun | Remams

e the CHP 43, Furchase Requisiions, numberad
consecutivaly, starling anzv at she beginning of each
Jiszal year (July 152

Moves | Cina | CInea | Remaks:

Are 2ypedilzd requesis for ibe purchase of goods
jorwardad to the Asslsiant Commissizper, Stalf, for
approval?

Q\Yes ClNe | Ot | Remans

CHIPaE0 thay CDIER BN
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ANNEX A

INSPECTION CHECKLIST — PURCHASES (continued)

before being accepied?

Page 2013
STATEOF CALIFORMA
DEPARTHEMT CF CALFORMNIS EIGHAAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chapter 3, Cormmand Procurements
Purchases

5, Do spzciallzad [tems purchasad coniain the .
approptlate Division, andfor OP approvals? (ﬂ\‘es CINo | O e | Remans

9, Arethe CHPF 43, Purchasa Regjuisitions., Resnark
compeliitvsly bid? Bves [ ONa | Oem | Remoe

10. Caes the CHP 318, Prce Comparison Wotkshast,
documant at least hwo price quolations? B4 Yes | [ONo | OOt | Remams.

1. Ars Umited Competitive Bidding purchase requests o
ihat liniit or restrict the puschase io one specific m Yes | [Jro | [ | Remsts
Brand ormodst justified and in compllance with SAM
36557

32. Ara Unalied Compefitlve Bidding purchase requests n
for items that inferface with xisiing departmental HYes OO N | O] nw, | Remaws:
equipnieni in complianca with SAM 35855.37

13, Do Non-Comipetitive Bic (MCE) purchase requesis )
sontain the NGB Justification and NCB Carrective &Yes ONa | O N | Remans:
Actlon Pler decuments?

14, Araitemns checked immediately for cantent and N
damage wnen delivarsd? Sves | Clne [ O nea | FEmate

35. Is the “receivec cOpy” of the purchase orcer i
approved, dated, and forwarded to the Fiscal &Yes CIne | [ ns, | Remarke
Management Section (FMS), Acoount Payable Unil,
wiithin three busingss days of reczipt, if a¥ items are
s00eptad?

18. Are freighl andfar packing slips. attachad to the .
received ccpy of the purchase order and sentio d‘{es Oie | O | Remans
FMET?

17. Is FIWS provided a photocopy of iha purchase order T
and ony epproved freight or packing slips as m Yes | CINo | CDtwa | Remans
acknovsedgement thal a portion of the order has
been recsived?

18. 1s the origlnal “rzoelved copy” refalned by the "
eommand Bos complebon and forwarding to the FMS ﬁ ves | Cle | O | Remams:
wihen the complete shipment s received?

9. Anz Darmoged items deliverad by common: ¢amer —
acknovriedged on the frelght bill by the carriers drivar w Yes | CINa | O | e

CHIF LT (Hey 6l (NIEID
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ANNEX A

INSPECTION CHECKLIST — PURCHASES (continued)

Page 03
STATS OF CALIFORNIA
DEPARTIENT CF CALIFGRMIA HIGHAY PATROL
COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST
Chepler 3, Command Procuremants
Furchases
20, Is Punchasing Services Unit {P5U) Tobfiec
Immediately by talephone, followed i writing either &Yu OnNe | O nea | Bemans
by a memorandum or e-mall, requesiing cancellation
of the requlsition or deletion of an lem. ifitls
deisrmined that a commodily requested on a CHP 43
is no longer needed and a purchas= order has not
yet bean prepared?
21, Afe apenpurchase orders perodzoally sevizwed and R
invesligatzd fo ensure the arders are not opened for %Yes ONa | O nia | Remass
&n unraasonable Jength of time. (SAW 8422.0)
22, Are copies of the purch requisitions and p =
ordars maintained for fhiree years after ppyment? @Q{es TIo | OO | Remane
(SCA Vol II, Ch. 1, Topic 4)
23, Are deoislons documented to create a paper frait
dacumaenting ihe basis of ihe decislons made for the ‘ﬁ"Yes Clna | O Nz | Remens
purchase? (SCM Vol il Ch. 2, Topic 1)
24, Are purchase orders splil to evade competifive B
bidding requirements or to circumvent tha [ vas mo [ NLs Remarks:

Depariment's delegated purchase auihority limiis?
{Publio Contracts Code Seciion 10329}

ChilT GEOS they SUD4) G e

3-9
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ANNEX B

INSPECTION CHECKLIST — CAL-CARD PROGRAM

Page 10i2

| l:uglcn A NumEze

STATE OF CALIFCRNIA
DEPARTIMENT CF CELFORNIS FIGHAWY PATROL

COMMAND INSPECTION PROGRAM

co*r:na:ur

INSPECTION CHECKLIST v Daiz ]
Chepier 3, Command Procuremanta .1: N La*@b L h lOE’
Cal-Card Prograny 7 Dalz.

IMSTRUCTIONS: Answer Indlvidual itama with "m 2 “No™ answars, o [ in tha Blanks as Indieated. Any dscrepancira with potr?‘
shal

pleable tegal slalues, of deficiancies noted in tha inspasti U ba ted on viz the "R ecton, Additenaly, susl
d screpancies andice deficiencies shall b= d ted on an Excepions Document and acdressed 1o the nm {eval of cammand.

1 t shal Inghde any fotovup 3ndlor coreciive action(s) taken. If #is form is usad as a Followup

tne E;
tm caalion, the 'FuUm\-uE InsEl:tmn Eox shail be m:.rked and only deficient [lems need fo b2 ru-!nmcud

TYPE OF INSEECTION
[ Division Level O Commard Level

O Executive Office Level ﬁ Voluntary Seff-Inspection

Follow-up Required: I [J Follavrup Inspection
Yes K No

—N

For applicable policy, refer to: HPM 11.2, Chapter 3

7. Are all amploye2s associajed vith the use of the Cal-
Card program oomp[ehng the CHP 785. Conflict of ﬁ Yes

Ono | O | Remans
Inigrest Statemeni, Emploves. form? 3

2. Are STD, 21 Drug Fres Workplacs certifications S
maintained within the Cal Card command file for 3] Yes Ono | O hra | Remams:
each vendor utilizad?

3. Are STD, 204 Payee Datz Record forms mainiained
in the Caf Card command file for 2ach vendar MYes
ulilized?

ONa DNM Remiukes

4. Ara Caiifornia Integrated \Waste Management Board
Fam 74 docaments maintained for each vendor )ﬁ Yes
ubilized?

[INo | O] hia | Remats.

. I the vandor 1s a small busingss or DVBE Is utlized,

Is ih= cedification tetter from fhe Departmant of OvYes | CINo | X0 nes | Remamks:

General Serviczs maintalned in the file? N 0N “L 'B‘M' “'Ae"z‘

3. When fait and reasanablz is uillized, is the fairand )
reasorable method dooumented and propesly Kes | Ono | O] nin | Bemans
jusilfied?

7. Are purchases spit inta mul'ﬁple yransactions in order L'EJ
o

{0 circumvent transaciion purchase limifs? O Yes [ niga | Remaks:

o

Does the CHF 317 Cal Card Loy fully desonbe ihe ﬁ\
Yes

purchase? DND []N-'A Remarks:

el

Ara bank siatemenis reconciled vilh the CHP 317
ﬁves Do | OJnes | Remans

Cal Card Log and the receipisfinvoicas?

£ HE00 2biv. €03} D000
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ANNEX B

INSPECTION CHECKLIST — CAL-CARD PROGRAM (continued)

STATE OF CALIFORNA
OEPARTIENT OF CAIFORNI, FIGHAMAY PATROL

COMMAND INSPECTION PROGRAM

INSPECTION CHECKLIST
Chepter 3, Command Procurements
Cal-Card Program

Page 202

oy

0.

Arz oredif invan:esiraosipls for returned ifems
maintained with the bank statamerit?

E Yes

O Ne

O A

Remans:

. Do non-ilamized purchase receiptsfinvoices

documant the purchase by llsiing the commodity,
Quantity, and unit price of the item(s) purchased on
ihe bank statemant.

ﬂ Yes

O Na

O sva

Remans

2, Ars Cal Cards maintsinad in a secure araa?

aYg_S-__

, &4r2 Cal Card purchases pre-approved by the

commander?

é Yes

No

One

|mRIEY

remans: Lo CKED 1A Bo)(

O wrs

Remaks

. Have all cardholders received fraining on ihe

Ceparments prosurement processes?

Z Yes

ONe

[N

Remams

- Are item(s) purchased with the Gal Card prohibited

by deparmental poliey?

[0 Yes

KNo

O A

Remarnkss

21D BB ASY. SRH ) DHVE 1D

HPM 22.1




" ANNEX C

INSPECTION CHECKLIST -~ X NUMBER PROGRAM

Page 102
S;ﬁi?ﬁgﬁégg}}omn HIGHNAY PATROL Y PG Nume.
COMMAND INSPECTION PROGRAM | 9B C | GoeTh_

{NSPECTION CHECKLIST
Chaptar 3, Command Procurements
K-Mumber Program

EuluaIeBy.: N L\@Gﬂ I:me"A Iﬁég
" (15

EESI51ed BY-

IHSTRUCTIONS: Answer individual kems with "Yas® o¢ ‘No® answers. o¢ £21In the blants as (nd| 1 Any pancies wih poticy,
applicable %53 sialues, or deficiancies noled In the inspeciions shal be i on vla ihe “Remarks” secton. Addibonaly, sush
di: angies andice defalencies shall b2 d { on an Evoepticns Tocument and addvessad to the next favel of canmand.

Funhamore, Ihs Exceptions Dacument shait inciude any felow-up andlor carrective ation(s) taken. It His fomn is used as 2 Followsp
E's_cmim. ihe "Follow-up Inspection’ kox shall b+ marked and only defisient items need tobe re-insoEsid.

T
TYCE OF INSPECTION Le30 INSpegrs Signaue:
[ Divistan Level [ command Lavel
[] Ex=cuiive Office Level &Uutunlary Seif-Inspection

Follovi-up Requjred: I ] Follov-up Inspecton | Gom)
[JYes o

11 frefc8

For appticable policy, refer to: HPA 1.1, Chapler23

7. Are mulliple X Mumbers awarded to the same vendor )
fo circumvent the 54,600 contract limit? O ves wﬂlo [ s, | Remarks:
. Does all X Number fle deoumentation contein the

STD. 204 Payee Data Record? Rives | Ono [ OA R”g“ai"‘é Pwision

3. Do X dumbers nequiring & contract {i.e., janitorial or
|andseaping) have prior approval from tha Business m Yes | [ONo | [ a | Remens
Services Seciion commandar?

4. Are X Number reques(s made prior te fhe date: the &
Yes

sarvices are parformed? Ore | OOma | Remams

8. Are X Numbers izsuad for a one-time usa?

Prves | Cre | [T | Remans

3. Are prohibited servicas periormed using an X

Mumber? O Yes wn [ M | Remamka
7. Apz X Numbers used far the procuremant of 3 )
servize and nat the purchase of a commodity? Kves | Cio | [ nea | Remase

8. Are X Numbers issued for lelecommunications .
related servioes pra-oppraved by KivYes | CIno | [ nia | Rememks
Tzlecommunications Szcfion?

T. Do X Numpers used for faailifies refaled services
Pves | CINe | OInim | Remame

¢such as roof repair, elecirical) cosiing over $1,000
have prior approval from Facilities Secfion?

0. Bo X. bumbers issuad for lapsed contractual
agre=ments have prior approval by the appropriale &Y&s
Asslsfant Commissioner?

Clo | OJ b, | Remans

P HEE (R, (5-U) CH V015

HPM 22.1



ANNEX C

INSPECTION CHECKLIST — X NUMBER PROGRAM (continued)

. Page 20f2
&TATEOF CALTORMY

DEPARTIASNT OF CALIFORMNIA HIGHARY PATAOL

COMMAND INSPECTION PROGRAM

{NSPECTION CHECKLIST

Chaptar 3, Command Procurements

K-Mumber Program

11. Do afl X Numbers awarded to a non-small business
vendor contaln {hree price quoiations? MYes CINe | [t REmarks

12, Do ail X Numbers avrarded 1o a smalf business i
vendor cantain the small business cartification from | [ Yes | CIKo | It Remarks:
ihe Depariment of Ganeral Bervicas (DGS)?

~Does the fiie documerdation contain the STD. 21 i
Orug Free workplace oettificstion for X Mumber QYE; CINe | [Jnia | Remame:
vendors?

-
%)

o
-

4 Do emergency sesvice X Numbees document and
jusfify the emergency? lw}Yes CINe | [ b, | Remams

5. 1s the itemized invoice foreach X Numbar service
ﬁ Yes

maininined In the command's files? CINo | [Jmen | Remans

O MR R O3S0 GRS

HPM 22.1 3-14



ANNEXD

INSPECTION CHECKLIST —- CONTRACTS

[ TYPE OF INGFECTION Te30 ITRpEpIars Nanaire:

Page 10fd

STRYVE CF CAEORNA
DEPARTIENT CF CAIEORMIA HIGHAAY PATROL

COMMAND INSPECTION PROGRAM

WumL2r

R ¢ |fparti

INSPECTION CHECKLIST R Losh “% |2 108
Chapier 3, Conmand Procurements AEeied b; = Bal=
Confracts

(NSTRUGTIONS: Answer indisidual items wiih “Yes™ or "No™snsviers, o f3 In the Bianks as indleaied. Any ciscrapamies Wilh 20y,
dafefannies noled n ihe spectlons shaf be commented on via ihe “Remarks” saction, Addilionaly, suab
shall &2 docymentac on 3a Exceptions Decument and addrgssed to the next level of fommand.
Fortemiois, (ke Srceplions Drcument eh3d Include any foliowup andlor comrecilve action{s)iaker |2 ths form 15 used as @ Followup

Insgasticn, the “Follevi-up Inspectlon’ tox shall &= marked and only deficlent ltems need io b re-insgecled.

P

[ Division Level [J Command Leve!

] Evecutive Gfficz Level %‘\iu‘;umaq Seif-Inspection

Follove-up Requjred: IEI?allow—up ncpection | COMmALA
[]Yes 0

o

L
For opplicable policy, refer to: HPM 11.4, Chapter 22 u 0’

T )5 5 GHP 78 Goniract Requast Us&0 (o Inale 83

servies contracts which are repelitive, regardiess of | [Jves | [Fho [ O N Remanks:
fhe eslimated dollar value? -

2. Is 3 CHP 78 Contract Requast used for one-timve .
services axceading 34.60€.09? . W‘\'es CINo | [J N | Remens

3. Is the Office of Primary Interest (OPI) fracking
numbering beglnning with tha requesiing command M Yes
{hrea-digit Jocation code used, followed by "CB” for
coniract payable fisted on ike CHP 787

[ONo | []twa | Remams

4, 1s the performance of conlract services monltorad

and doaumented? (FYes | CIno | [Jwwm | Remans
5. Are all copies of correspondence with ihe vendor
maintained? w‘(es CINo | [N | Rematke

™

‘Are jettars for coniracts documented snd maintained
which oulling any problams refafed to substandard or N Yes
non-performance of the vendor?

D Ng D Nis Remarke:

7. 1s the final produci to be delivered described
specifically and in as mueh detadl as possible in the M Yes
CHP78?

Ono | O b | Remans

3. Are all required levefs of approvalisignature obiained, .
including lhe required documentadon snd approvals |$Ef’es CINa | O] N | Bemaks:
jor expedife and emergency coniracls per HPM 111,
Chapler 22, before forvanding the SHP 78 or CHP
7BA2?

rif A2 (Hus, DSU) 0000

3-15
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ANNEX D

INSPECTION CHECKLIST — CONTRACTS (continued)

STATE OF CALFCRNNY
DEPARTWEMT CF CALFCRMIA HIGHAAY PASRCL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chepter 3, Conimand Pracurements

Contracts

Page

204

Q. Ara requasis for coniract services less than six

nsonths: from the anficipatad stari date of the cuntract

pre-approvad by Assistant Commilsstoner. Siafl. far
expedilad procasaing?

s

[Ono

O s

Remanks:

40, 15 all work completed and acoepied by the
Depariment before expiraiion of oontract ag )

w\-’es

O No

O A

Renare

11. Are contraci services performed aocording to the
quality, quantily, objectives, imefranes. and in the
manner specifiad fa the conlrack (e.g., review
proge=ss reporis and interim productsi?

lki] Yes

CINo

O mm

Remaks.

12. Are invoices for payment reviewed ano &pproved (0
substaniiate expenditures for work performed and fo
prevant penaltizs being assess2d7

Cio

O btin

Remarks.

33. Arz confraci expendituras monitored to ensure thera

are sulficiant fungs to pay for all services renderad
a5 raquirad by contracs?

O Na

O MeA

REmarks:

14, Does the raquestor verlfy the confracicr has fulfilfad
all requiremerds of ffa coniract before approving the
finad invoica?

O Ko

O NA

Remarks:

$5. Is the final invoice [denifizd snd approvad, as
appropriale and fonvarded lo Fiscal Management
Seollon ior payment?

Mo

Imry

Femaks,

15, Ar oll appllcbie form sections of ihe GRP 78
completsd?

O Na

O

ReMarks:

17. Bo emerpency coniracts docunent and justily a
sudden, unexpecled ocourtance thai posas a clear
and Imminent canger, requiring immediaie action to
mitigate the loss or Impaiment of life, heallh,
property, or essantial public s#rvices?

MYes

O Ne

O wes

Remarks:

98. Ars all employ2@s associaied »ith the management
of a contraot completing the CHP 788, Gonflict of
inderest Stalemens, Employes, form?

MlYes

ONe

O s

Remarks:

9. Are problems concerning ihe oontraclor's
perfarmance fully documeried in witing and made a
part of the contraot menager's contract fil2?

w‘(es

O No

[

Remans

20). ~re contraci amendment refuest dollar amounis

ingrzased more than 30%?

Bves

1o

O s

REMATKE:

ErIlT e [ite), D266 QOO DS
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ANNEX D

INSPECTION CHECKLIST — CONTRACTS (continued)

BTHTE CF CLLECRNIA
DEPARTHEMT CF CALFORNIS FIGHARY PATROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chepler 3, Command Procurements

Contmcts

Page

Aol4

21.

Is the lengih of the contract amendmert request
more than one year?

ONe

O N

REmarks:

22,

Are amandments raquasted before 1he exparation of
ihe original contraot?

One

O Mia

Remarks:

23,

1s a service contract on & CRP 78, Contract Request
inliiat=c for any oominereisl meefing/conference
room rental which Is expectzd 1o excead $4,869.90 in
jotal cost?

[ No

3 i

Remarks:

*_ Do conference roem rental cosis exceeding the 3500

per day fmif have pre-approval from Assistant
Commissionzr, Staff?

O Na

O e

Femaks

285,

Arz Cafifornia Department of Justios (B0} and
Federal Burzau of Invesligation (FS) fingerpint

chaske and drivar Hioenge chanks conduched for all of
iv= follaving ypes of agreements:

[3) 4£viorics Manienanca 3rd Repalr
(2) Hesicopler JManlenante 3nd Repalr
3} Inslrucisr Genices (or-lle}

) Janionat Seivices

(8] Consbng Services

O ne

Onea

Remaks,

Is o driver Beanse check condusted for, but not
limited to, all of the following types of ag

tha contractor andfor specifically assignad personnal
are scheduled to be on-sil for more than 30 days:

(1) Asm and Fite Aam Montarng
(2) Camefd Malintzmnce &0 Azpar
(3} Capal hnstalialicn
(4] OReal Genesaior MalREmIGE X0 Aepar
%) Diskaasher Naimenance ard Repalr
(E]  Elavator MalNtzRancs and Repar
i7) e Eeingisher Sevice
{u: Garaga Ooor anlenance and Repalr
) Grapnic Ars Equipment Manlenznse and Repar
5101 Heallrg, Vertialicn, ana Alr Condrizring Senvise
11} Launaryingn SEvies
1" Orfioe Mazalne Lalarancs and Repar
13} Painsing Services rtanar Of fClng)
%:;i Fumblng Serdess
Seale Mablenance and Rspzlr
i'gg Sleam Cleaning Servisze {Carpal. nolsCAIES
17} Telsphane 5 m-ﬂ {eeliufar, 63t2Eibe, and 1RGIar
(13} Tetavislon Squlament hlaintenans: sl Repak
{19)Urinfesupilbie Power Supply Malniznans: and Aapalr

m&s

CINa

s

REmaks

PR WA (I, LM QY200
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ANNEX D

INSPECTION CHECKLIST — CONTRACTS (continued)

STATS TF CALEORNIA
DEPARTIEMT OF CAUFORMIA FIGHNAY PASROL

COMMAND INSPECTION PROGRAM
INSPECTION CHECKLIST

Chepier 3, Command Procurements

Contracts

Page

4o0i4

27.

Arz all driver licsnse and fingerprnt information
jorvrardad to Contract Services Unlf (CSU), aleng
wiih the conlract number for retention after
Commander ravlaw?

VYes

CNe

O s

Reamuks:

28.

=]

Is CSU adviszd by the command to datermine If
adverse information discovered is grounds for  *
cancsling fha contraot .e., adverss driver license
andtor erlminal hislory Infi lonis r

regarding the contractor of tha contracing &
parsonnzl)?

M Yes

ONo

[RTEN

REMAHE

2|

o

Are all invoices, records, and relavant documantasion
maintained for three vears sfier the final paymenti of
ihe eontrsot?

[CONa

mEy

Remarks:

N
[=]

. Is o log shest rainialned for a diary of aciiviiies

related {0 the contraci?

[ No

Onea

ReEmMarks:

3.

put

Is a computer fils prepared for all contraats
administered?

One

O mia

REMArks:

w
&

1s a spreadsheet prepared lisiing all wuﬁﬁas?

O Ne

N

REMAmks

2

(=

15 the nolification to the confrastor documented for

2 start date for sarvices io begin®?

[mI

Onm

Remanks.

Is the contracicr contacted to determine if all invoices
Bave been regelved in oder lo oversze ibhe
completion of {F& coniract?

ONe

[

Remarke:

. Do consultant senvices conbrasts of 31,000 or morz

contaln detailed perfornance criferia and 3 sehedule
{or performance? {(3CM Vol. I, Ch. 3, Section 5.02.1}

[N

s

Remarks:

36.

Does the contract file contain the STD. 4 Contractor
Ewvaluation form for consultant conlracis?
(&CA Vol 1, Ch. 3, Secllon 3.02.6)

MY&S

ONe

O ma

REManks:

.

Does Contrael work only bagin after approval of the
firal coniract? {(SCM Vol. 1, Ch. 4, Eection 4.09)

M Yes

O Ne

[N

Remarks:

38,

Are he requrements for Government Code Section
18430 () or (b) decumented and justified for
personal senicz-contraots? (G0 12130 & SCM Vol 1,
Ch. 7. Section 7.05)

w Yes

O Ne

O rua

Remarks:

ZB.

Ara any coniraci paymenis made prior fo the final
approval snd exeoution of ihe coniract? (SCM Vol. |,
Ch. 4. Szotion 4,08}

I:I Yes

CInia

Remarks

i Hale (K, (-7 000 D%
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